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l. Introduction

Executive Summary

The State of Louisiana is vulnerable to a varietyhatards that threaten its citizens,
communities, businesses, economy, and environmemb assire the Office of Public Health
(OPH) can continue to provide its mission essential functions,Ciietinuity of Operations
(COOP Plan was developetb ensure critical public healthsupports and services continue
during anemergency or disaster in which either personnel or facilities may be compromised,
and many employees may have an emergency role.

TheOPH overseesssential public healtBupports and services to Louisiana individuals, families,
and businesses. These supports and services must be present to coewhunity and
individual needs.Thus, it is imperative that the delivery e§sential public healtsupports and
services expeence minimal interruption in all types of emergency situations.

Continuity of Operations Planning provides details on operational guidance in the event a facility

is incapacitated and/oa percentage opersonnel are unavailable or incapable pErforming

their essential functions/ hht LX I yyAy3 A& aAAYLI & G3I22R o0dzaAySa
reliable and responsible public organizations. Prior to the attacks in the United States of

America on September 11, 2001, individual agencies and gaonarn departments were

responsible for compartmentalized COOP planning, content, and format.

The changing nature of emergencies has highlighted the need for systematic COOP planning that

ddzAa Gl Aya GKS 2NBFYATFGA2y Q& | mdsfaibibad raimge ofA Y LI SY S
SYSNBSYy(d aAldz GdAzyao [2dZA aAl YyI Qa KAAG2NAOL f R A
Hurricanes Katrina and Rita, emphasize the need for planning for continugtysehtial public

health supports and services. In additiothe ability of OPH to quickly reorganiteese

essential public healtlsupports and services within the context of a seamless transportable

service delivery system that meets changing needs is an expansion of daily services provided to
Louisianans.

Ths document reflects federal recommendations for improving planning for staffing resources,
guidance such as that found in preparedness documentation, and the Federal Emergency
alb yI3SYSyd | 3SxeBsméntTodl ht { St T

Plan Content Overview

Continuity of Operations (COOP) Planning is imperative for all state and local government
agenciesand mandated by Federal and Presidential directiv€OOP Planningthe effort to
ensure the continued performance of essentikdily government functionswhile fadlities or
personnel may be reduced due to involvementairwide range of potential emergencies. |t
differs from traditional disaster preparedness by focusing on a plan for continuation of essential
agency functions during the disaster. The COOP plantaféll entities under the jurisdiction of

the Office of Public Health
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The COOPI&h containsevenbasic elements:

Esential functions

Delegation of Authority

Orders of Succession

Alternate Facilities (if needed)
Interoperable Communications

Vital records, systems, and equipment
Human Capital Management

No o hMwDdhpRE

Implementation of the COOP Plan occurs in three phases:

1. Activation and relocation
2. Alternate facility operations
3. Reconstitution

According to federal requirements)é COOP Plan should meeetfollowing characteristics:
1. Capble of being maintained at a high level of readiness
Capable of implementation with or without warning
Able toachieveoperational status no later than 12 hours after activation
Able to sustain operations fat least 14 dgs
Takes maximum advantage of existing department or jurisdiction field
infrastructures

a s W

In order to maintain structure as well as parallel functionality required in the continuity of
governments, the DHH OPH COOP Plan follows the guidance within tlomalldRiesponse
Frameworkas well as utilizes best practices of other state plahs.addition to the federal
requirements surrounding operationshe DHH OPKCOOP Plan tompatible with the State of
Louisiana Emergency Operations Plan

Purpose

The OPHCOOP Plan establishes policy and guidance to ensure thetiexeof the State of
LouisianaDepartment of Health and Hospital®ffice of Public Health énissionand essential
functions in the event that mission services are threatened or incapacitatedjoanbe
relocation of selecteddPHpersonnel and functions is require&ey components and essential
functions have been identified using, in part, the Federal Continuity Directi8pekificallythis
COORP Plan is designedartdress the following, list in prioritized order

e Ensure thatOPHis prepared to provide critical services in an environment that is
threatened, diminished, or incapacitatedy identifying prioritized essential
functions and a process of transfer to a devolution,siteecessay;

e Ensure thatOPHis prepared to respond to emergenciesitigate against their
impacts and recover from themby annually reviewing this plan, inclusive of
organization pointf-contact and maintaining appropriate training documentation
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e Provide a meas of information coordination to ensure uninterrupted
communications to the Regional OfficePrograms, contractors, clients and
businessedy listing necessary resources to perform essential functions as well as
processes by which communications may ogccur

e Establish and enact timghased implementation procedures to activate various
components of the COOP Plan to provide sufficient operational capabilities relative
to the event or threat theeof;

e Facilitate the return of th@PHto normal operating conditions as soon @sctical
based on circumstances and the threat environment; and

e Ensure that this plan and other constituent plans are viable and operational, and
O2YLI GA6fS 6AGK GKS {dGFGS 27F sf2dzAaAiAl Yyl Qa

Applicability and Scope

TheOPHis the entity designated by thedpartment of Health and Hospitals pmovide essential
public health services to the communitAdditionally, he OPHis a support agency ttwo (2)
emergency support functis(EF8 & ESFIA Y [ 2 dzA & A mcy ha@agemsny BaN B e
OPHwill support state and federal efforts in the event of a major or catastrophic disasteln
example, he OPH is the lead agendyring a displacement evelfdr establishing and operating
Medical Special Medical Needs SheltdtldSNS) While thisactivity is not part of everyday
operations,it doesrequire considerable OPH personnel and resources, potentially complicating
htl Qa | 6Af xhose esdedtial Qublic hieklifi deBricperations.

The OPH takeghe following action during the three phases of a disastéctivation and
Relocation, Alternate Facility Operations, and Reconstitution

Activation andRelocationeffortsinclude:

e The initial 12hour period followingactivationof the CO® plan, which begins with
the establishmentof the COOP team with explicit instructions of where to report
and when.

e Activates plans, procedures, and schedules to transfer essential functions,
personnel, records and equipment to the alternate facility orthe COOP team at
an existing facility (as in the case of a pandemic);

o Notify appropriate offices and agencies of COOP activation;

e Begins the process to providmformation concerningessential public health
functions and how to access them duriaglisaster to the public, Regional Offices,
and other consumers;

e Coordinating information and instructions to the public

Alternate Facility Operationgfforts includemaintenance of the above efforts along with

e The actual movement of essentfainctions, personnel, records, and equipment to
the alternate operating facility

Louisiana DHH OPH Continuity of Operations Plan Page7
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e Usually encompasses the period ofti@urs to 14days after COOP activation

e COOP activation is facilitated by a prepared and trained COOP team a reception
area and processingor COOP team members, coordinated management of
scheduling, staffing, assignments, and an accountability system for all personnel;

e Essential public health services are conducted from the alternate facility (or regular
facility with the COOP team) follovgrwritten predetermined procedures;

e Procedures include written instructions for communications, command and
control, activation of plans, schedules, actest personnel, records, and
equipment; Tasks include the execution of the COOP plan to restahteds
public health services; assignment of responsibilities to key staff, augmentation of
staff if inadequate, accountability for staff, and eventual development of plans and
schedules for reconstitution (return to normal function);

Reconstitutionefforts include:

e The process by which personnel resume normal operations from the original or
replacement primary facility;

e ltis conducted after the emergency or disruption ceases and unlikely to resume;

e Reconstitution involves the actual transfer of matesjapersonnel, supplies, and
equipment to the original facility, a new permanent facility, or tlesumption of
normalpersonnelstaffing/management and function at any facility;

The OPHCOOP Plan is applicable to a wide range of potential emergencies or thidathe

origin being natural, mamade, or accidental. This includdsut is not limited to: natural
disasters (hurricane, fire, flood,winter weather event), pandemic influenza accidents,
technological failures, workplace violence, and emergencies related to foreign or domestic acts
of aggression.Some of these hazards may produce emergencies that impact a small area or a
single agency, while others may result in a more seaacwidespreasgmergency Nearly any

office of OPHcould be affected by the following hazardsoastal storms, hurricanes, floods,
tornadoes, workplace violence, and various biological, chepgdcaiuclear events Any of these
triggers may activate this OPH COOP Plan or parts thereof.

Essential Functions and Responsibilities

¢tKS hF¥FFAOS 2F tdzot AO | SI f {d M&in Donisiadao pfoviding (0 2
the information necessary for individgato assume responsibility for their own health and by
assuring the availability of bagiablichealth care services for those in need.

¢KS hTF¥AOS 2pFioritizedesteht@lfurict®nsfuting QAOP devolutiomill continue
to support the fdlowing:

e Provision of leadership for the prevention and control of disease, injury, and
disability in the State;
e Provision ofessentiapublichealth services;

Louisiana DHH OPH Continuity of Operations Plan Page8
February 152011



e Promoton of health through education that emphasizes the importance of
individual responisility for health and wellness;

e Enforcement ofregulations that protect the environment and to investigdtealth
hazards in the community; and

e Collection and distribution ofnformation vital to informed decisiomaking on
matters related to individuacommunity and environmental health.

Themission andessential functions of th®PHare carried out vidiveCenters of Excellence:

e Center for Community Health

e Center for Preventive Health

e Center for Community Preparedness
e Center for Environmental Health

e Center for Records and Statist

Essential functions are priorited by each OPH Program, and adivated by the COOP team.
AppendixA provides the organizational chart for QPBppendix Bfurther details and defines

the essential functions as defined by public health prograifisis Annex alsaddressees each
programmatic routine operation/function thats essential to continue owill or will not be
suspended or discontinued as a resulttibe essential function prioritization during a disaster.
These noressential functions are deferred as authorized in this COOP by the Assistant Secretary
of Health or the State Health Officer in order to focus on the immimenérgencyhealth needs

of Louisiana. (See section on Reconstitution regarding specifics on the termination process for
the COOP and orderly return to normal business.)

As a result of realvorld recent events, extensive information is also detailed in this COOP Plan
regarding pandmic specific operations. As such, Apperigladso identifies whatoutine public
health functionscan be temporarily suspended and what essential functions would be able to
continue with considerations of 2B0-50 percent absenteeism.

The OPH COOP wikk beviewed and updated annually, reflecting the changes in department

and emergency management procedures. This COOP outlines actions to be taken to secure its
own facilities and personnel; relocate to an alternate facility, if necessary; and returnadyqui

as possible to meeting the needs of persons receiving supports and services. The OPH COOP is
based on guidelines provided by the Department of Health and Hospitals (DHH) as well as
federal guidance previously cited.
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. Concept of Operations

The objective of this Continuity of Operatio@GOOPPIanis to ensure a viable capability exists
to continue essential agency functionden the Plan is activatedpecifically whem facility is
either threatened or inaccessibler to provide a flexibleand scalable response when disaster
strikes

Objectives

The specific objectivenclude:

[@=N
R
w»

e 9yadaNB G(KS O2yldAydz2dza LISNF2NXIFyOS 27
operatiorsduring an emergency;

e Protect essential facilities, equipment, records, atider assets;

¢ Reduce disruptions to operations;

e Provide for a timgphased implementation of the COOP to mitigate the effects of
the emergency and shorten the crisis response time;

¢ Identify and designate principals and support staff taalssigned orelocaed;

¢ Facilitate decisioimaking for execution of the COOP and the subsequent conduct of
operations;and

e Achieve a timely and orderly recovery from temergency and resumption of all
agency services.

Assumptions

1. Emergencies or threatened emergenci@s y | ROSNE St & AYLI Ol GKS I
continuepublic healthessential functiongind services, either through disruption of
personnel or facilities or both.
2. Emergencies and threatened emergencies differ in priority and impact.
3. Agency andon-agency personnel and resources located outside the area affected
by the emergency or threat will be available as necessary to continue essential
functions.

Order of Succession

In the event that the person occupying the following key positignsot pesent or is disabled,
the authority and responsibility to activate tiEmergency Operations Plahall follow this chain
of succession:

Louisiana DHH OPH Continuity of Operations Plan Pagel0
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Essential Functiodsdministrative

Key Position

Successor 1

Successor 2

Successor 3

Assistant Secretary, OP

Medical Director, OPH

Asst. Center Director,
Center for Preventive
Health

Deputy Asst. Secretary, Center for
Environmental Health

Medical Director, OPH

Medical Director,

Medical Director,

Medical Director, Region 9

Region 1 Region 2
Chief Nurse, Nursing Assistant Chief Nurse| Nurse Consultant, Nurse Consultant, Continuing
Services 22YSyQa | S| Education

Deputy Asst. Secretary,
Center for Community
Health

Assistant Center
Director

Chief Nurse, Nursing
Services

Regional Administrator, Region 1

Deputy Ast Secretary,
Center for
Environmental Health

Officer, Sanitarian
Services

Manager, Environ
Health Sciences

Medical Entomologist, Center for
Environs

Deputy Asst., Center for|
Community
Preparedness

Asst. Center Director,
Center for Community

Preparedness

Program Manager,
Logistics

Program Manager, Pandemic Flu

Deputy Asst., Center for|
Preventive Health

Director, MCH

Director, HIV/ AIDS

Asst. Center Director, Center for
Preventive Health

State Registrar, Vital
Records

Deputy State Registral

Program Manaer
Supervisor, Vital
Records

Admin Director 2, Vital Records

Director, Human
Resources

Class and Pay/ PPR
Mgr, Human
Resources

Admin. Coordinator 4,
Human Resources

Manager, Employee Administration

Essential Function: Communications

Key Position

Successor 1

Successor 2

Successor 3

Director, DHH
Communications

Public Information
Officer 1

Public Information
Officer 2

Program Manager, Communications

Essential Function: Finance/ Fiscal Management

Key Position Successor 1 Successor 2 Successor 3
Budget Director Administrative Budget Manager | Budget Analyst
Director
Administrator, Fiscal Asst. Payment, Appropriation Control, Fiscal Mgmt
Management Administrator, Management,
Fiscal Fiscal Mgmt
Management

Essential Function: Logistics

Louisiana DHH OPH Continuity of Operations Plan
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KeyPosition

Successor 1

Successor 2

Successor 3

Director, Operations &

Support

Property Control/
Surplus Officer

Property Control/

Tagging Officer

Officer, Pool Vehicles

Regional Orders of Succession

Key Position

Successor 1

Successor 2

Successor 3

Regional Administrator

Regional Admin.
Mar

Regional Medical
Director

Regional Nurse Manager

Regional Medical

Regional Medical

Medical

Medical Director, OPH

Director Director, Adjacent | Consultant, STD/
Region HIV

Regional Nurse Manage| Asst. Nurse CQI Nurse, Region Nursing Supervisor, Health Unit
Manager

In the unlikely emergency circumstance whereby the Assistant Secretary and the designees
should all be unable or available to discharge the above mentioned responsibilities, and the
Assistant Secretary for OPH cannot be reached within a reasonable périmde to name an

acting Assistant Secretary, the remaining Deputy Assistants for the Centers shall convene to
elect a person for temporary service to discharge the necessary duties of the Assistant Secretary
in the interim period until the return of theAssistant Secretary or the above mentioned
designees. Decisions made by the Deputy Assistants shall be in writing and shall be distributed
to all Central Office, Program Managers, and Regional Administrators.

Delegations of Authority

It is assumed thaall authorities routinely associated with each position remain the same for
each OPH position during the emergent situation. OPH has taken into account needed policy
and decision making authorities in determining the essential functions and personedéden

each area. When a succession occurs, the duties and authorities of the position are transferred
to the incoming appointee, as the authority rests in the role being assumed.

Sme gecific needed delegations cannot be anticipated in advance andamayge based on

the context of each emergent situation. Any modifications or new delegations of authority
needed in a given emergent situation will be authorized as needed during the emergency. It is
possible that in certain extreme emergent conditiotslegation of authority may need to be
assumed if communication with the normal point of authority is disrupted for significant
amounts of time and waiting would result in direct harm to individuals in need of supports and
services (i.e., budgetary apprdvar purchasing needed food or emergency supplies). In this
instance, the authority may be exercised and the appropriate persons notified once
communication is reestablished.
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Alternate Facility Locations

If required by the circumstancehé determinaton of which ARF is activated will be made by the
Assistant Secretary of Health and will be based on the incident or threat. The ARF will be capable
of supporting the OPH operations. The jaqgproved ARF designations aeailable in Appendix

C.

Triggersto Devolution

Whatever the source of incident or threat, the COOP Plan will be exetwytdlde appropriate
authority when necessarin response to a fullange of disasters and emergencies to include
natural disasters, terrorist threats and incidents, dadhnological disruptions and failures.

Activation

Upon receiving notification that a disaster has occurred or is about to occurQdwill
respond in accordance with the COOPheAssistant Secretarin consultation with the State
Health Officer and advisors will determine whether COOP activation is necessaryyiland
oversee the actividon of any portion of the COOP

Decision Process
Decisions to implement portions of the COOP will be made usirsgthédelines.

Class/Level of Impact on Agency

Emergency

I e Disruption of up to 12 hours, with little effect on services or imp
to essential functions or critical systerasd no loss of staff

e Limited COOP activation (based on need).

Il e Disruption of12-72 hours, with minor impact on essential functio
and no loss of staff

e Limited COOP activation (based on need).

] e Disruption to one to two essential functions or to a vital syst
and/or loss of small numbers of stdffr no more than three days.

e May require movement of some personnel to an alternate work
or location in the primary facility for less than a week.

Y, e Disruption to one to two essential functions or to the entire ager
(with possible loss of some stafflith potential of lastingfor more
than three days but less than fourteen days.

e May require activation of orders of succession for some
personnel.

e May require movement of some personnel to an alternate work
or location in the primary facility for more than a week.

\Y e Diswption to the entire agencynd/or reduction in staff by 480%
with the potential for lasting at least fourteen days

e Requires activation of orders of succession for some key person
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e Requires movement of many, if not all personnel, to an altern
work site for more than fourteen days.

COOP Activation Scenarios
Emergencies or potential emergenciesy affect the ability othe OPHto perform itsmission
essential functions from thBienvilleand L&AOffices.

e TheOPHis closed to normal businesstivities as a result of an eve(whether or
not originating in the BienvilldL&A buildings) or credible threats ofaction,
precludngaccesgo or useof the building and the surroundirgyea.

¢ The Baton Rougand/or New Orleansreasare closed tonormal business activities
as a result of a widespread utility failure, natural disastetuding weather related
events significant hazardousnaterial incident, civil disturbance, or terrorist or
military attack(s). Under thesscenarios, there could bencertaintyas towhether
additional events such asecondary explosions, aftershocks, or cascading utility
failures could occur, an@PHwill have to activate its COOP.

e The Baton Rougand/or New OrleansLouisiana, aremare impacted by a natural
disaster, significant hazardous material incident, civil disturbance, or terrorist or
military attack(s) such that significant loss of stafekpected for more than three
days

e The State of Louisiana and/or the Country is affected by an infectious ditwasat
such as pandemic influenza that compromises staff for an extended period of time,
along with social disruption significant enough to cause activation of the COOP.

In any of the above scenarios, the Assistant Secretary and/or Successamsuitation with the
DHH, will direct the activation of the CO®@#h possiblerelocation to the DHH Emergency
Operations Center (EOC) at Bluebonnet in Baton Rolige.Assistant Secretary &uccessor
will notify DHH that theDPHis activating its COORaR.

COOP Activatiowith Warning

It is expected that, in most cases, t@#Hwill receive a warning of at leaatfew hours prior to

an event. This will normally enable the full execution of the COOP with a complete and orderly
alert, notification of dl OPHstaff, and followed by the deployment of theOOP Tearto a
pre-identified alternate relocation facility.

COOP Activatiowithout Warnirg

The process becomes lessutine and potentially more seriousas well asdifficult when
incidents occur withotwarning The ability to recute the COOfIllowing an event that occurs
with little or no warning will depend on the severity of the emergency, impact at HQ, and the
number ofOPHpersonnel that survive. If deployment of tli@OOP Teardefinition later in this
Section)is not feasibleas a resulbf the loss of personnel, temporary leadershipQPHwill be
passed tdHH.
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COOP Team

OPH personnel who are relocated under this Plan to the DHH EOC and/or Alternate Relocation
Facility (ARFare known as the COOP Teadrhis team could also be sent to a regular location as

a group if personnel during an emergency were severely impacted rather than physical
locations. This group must be able to continue operations and the performance of anissi
essential functions for up to 30 days with resoursgpport. The COOP Team is listed in
AppendixD.

Since the relocation facility space and support capabilities will be limited, the membership of the
COOP Team must be restricted to only those persowme possess the skills and experience
needed for the execution of mission essential functions. All other OPH personnel who are not
designated COOP Team members may be directed to remain at or return home pending further
instructions to report to a locabn to perform emergency functions, or to report to the COOP
facility to assist with essential functiond COOP Plan activation will not, in most circumstances,
result in a change of duty location affecting the pay and benefits of either the COOP Team
members or other OPH personnel. The COOP Team members will deploy and relocate to a
previously identified ARF and establish an operational capability within 12 to 24 hours of
FOUGADIGAZ2Y S FYR SIENIASNI AY | agl Ny AHadCGOOR OSY | NR 2
Team may deploy to the DHH EOC and/or the Alternate Relocation Facility prior to the full COOP
Team, if determined necessary by the Director of the CCP, in consultation with the Assistant
Secretary. Advance COOP Team and COOP personnel izél tiid devolution site cheek
procedure mentioned later in this SectioMhis Advance Team is listesl a subsebf Appendix

D.

Only personnel who are needed for the continuous execution of mission essential functions will
be included on individudivision/Section COOP Team rosters.

Augmentation Staff

Any OPH personnel not assigned to the COOP Taraperforming emergency management
functions are identified as Augmentation Staff. To ensure the continuous performance of
mission essential functiond,is imperative to ensure an available augmentation staff roster that

can be called upon by the Assistant Secretary when needed. As listed in the Confidential OPH
Personnel attachment, anyone not previously designated as a COOP Team member is subject to
activation as Augmentation Staff.

COOP Team Responsibilities
Advance Team Responsibilities: In the event that the Advance Team is deployed prior to the rest
of the COOP Team members, upon their arrival at the DHH EOC and/or the designated ARF, they
will begin providing support for the following functions:
1. Maintain communications the arrival status of team members to the Director of the
CCP or ARF Incident Commander who will alert the Assistant Secretary;
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2. Prepare the facility for the arrival of thlemaining members of the COOP Team to
the relocation facility within 12 hours, and; ensuring chatlprocedures for the
facility/ARF are followed.

COOP Team Responsibilities: As soon as possible, following their arrival at the relocation facility
or desgnated OPHCOOPffice, the COOP Team will be responsible to:
1. Monitor and assess the status of the situation that required the relocation;
2. Monitor the status of division/section personnel (call down updates and resources
needed)and note whether on emerncy, COOP, or augmentation stgtus
Continue OPH mission essential functiassestablished in the COQOP
Establish and maintain contact with the DHH and Gex¢
Plan and schedule relocation site daily operations;
Prepare and disseminate daily reports @tuation) as required;
Support the Assistant Secretary; and
Prepare to report to the restored Bienville (Bossier) and/or L&A (New Orleans)
buildingif necessitated by the emergency situation

© N O

DriveAway Kits

Each departmental supervisor is responsiblegmviding guidance to staff on the requirement

for and the contents of these kits, which may contain such items as software, databases,
publications, laptop computers, etc. Any special resource requirements for the Division/Section
will need to be addrezed. It is strongly encouraged that essential items and data be
pre-positioned at the ARF instead of being carried in daway kitsif possible because COOP
Team members may be at home when the order is given for relocation to ARF and access to the
kit may be difficult or impossible.

Personal Preparedness

a. Personal ltemg COOP Team members will bring appropriate personal items and
changes of clothing. Casual dress will be appropriate at the Alternate Relocation
Facility. All employees should bring identification.

b. Medical Support¢ An adequate supply of medicines, hearsid batteries, and
SeS3atlaasSa akKz2dzZ R 0SS LI NI 27F -[0AKISA oG SYnah t A y ¢
Team members should ensure that refrigerators atethe ARF for medication
needing refrigeration an€OORNembers remember to bring their health insurance
cards.

c. Special Needg Each ARF is equipped to provide for special needs in terms of
accessibility. Other special needs will be addressed a&slatk for individual
employees.

Alert, Notification, and Implementation

Alertand NotificationProcedures
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If the situation allows for warning, staff may be alerted prior to a notification of C&a@Nation

either at an existing facility (such as with pandemic influearajor the possibility of having to
relocate to an alternate facilityia calldown rosters (landine and cellular telephones) as well

as email communicationsThe GOHSEEmergency Operatits Plahand the DHH Emergency
Preparedness Policy outline the notification procedures to be followed during a health
emergency. According to these procedures, B®HSEP Director (or designed) notify
designated DHH personnel in the event of an emeny, who will (in turn) relay the
information to the Regional OPH PIO and IC. These personnel will then notify designated OPH
personnel to begin call down procedure and activation of response teams as needed.

Most employees, unless otherwise identifieate traired at new-hire orientationand quarterly
safety briefingsto await specific instructionsand understand emergency response is a core
component of job responsibilitiesThose employees previously identified to be on @OP
Teamshould be preparé to start relocation procedures, including where to assemble before
relocating to the alternate facility, if necessary.Each department issues specific policies
pertaining to their unit of business regarding standby procedures. The Department of
Adminstration Office of Human Resources has issued a policy for general gdidance

After consultation with DHH,he Assistant Secrata or the designated successoalisted in
Orders of Successipwill direct the activation of the COOPThe following processill be used
for notification of COOP Teaistaff and key staff.

e During Duty Hourg Thedirection to activate the COORill be made by the Assistant
Secretary in consultation wittbHH Per the previously cited GOHSEP Emergency
Operations Plan, thd®irector of GOHSEP (or designee) will contact the Secretary of
Health or he Assistant Secretary, prouig verbal notification toactivate the COOP Plan
andto initiate the notification proceduress outlined in the communication section of
0 KS | IBegéreypiepatdness procedureimary notification will be via email
to Department Heads and Program Managers. Secondary naotification includes
telephone notification (by landline as well as Blackberry device/mobile phone).

e During NorDuty Hoursg Theactivation process during neduty hours is the same as
above This includesaiification of subordinate staff occting via the established call
back process.

In accordance with the Risk Communication Plan from DHH Bureau of Media and
Communicationsadditional notifications occur to employees as well as the public. This may
include information about the activation (impending) of the EOC in Baton Rouge. All well (and
not home care giving) employees should report to work in accordance with the
Departrent/Program COOR! the location directed to them by their supervisor

Deployment and Departure Procedures / Administrative Procedures

Allowances for partial preeployment of any mission essential functions which are critical to
operations will be deterimed by theAssistant Secretaliy coordination with theDirector of the
CCHRat the time activation is directed. This determination will be basadhe event or the level
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of threat. The following actions establish general administragix@cedures to allow for travel
and transportation to theAlternate Relocation FacilityARE. Note that these exact same
procedures will be followed to direct an Advance COOP team and COOP team to an existing
(normal) facility in a situation (such as pande influenza) where the COOP has been activated
but an ARF is not indicatedSpecific instructions will bprovided at the time a deployment is
ordered.
a. TheAssistant Secretargr designeewill direct the deployment of theCOOPTeam
(including the sbset Advance Tean the ARF.
b. AdvanceTeam members should ensure that they have their official daweay Kkits
and personal preparedness bags.
c. The remainder of th&€OOP Teamnembers will immediately begideployment to
the ARRaking with them tkeir division/section office drivaway kits, if applicable.
COOP Teamembers willuse privately owned vehicles for transportation to the
designated facility.
d. During dutyhours, ron-essentialOPHpersonnelworking fromthe Bienvilleand/or
L&A buildingsat the time ofan emergency notification will be directed to await
further instructions. At the time of notification, information will be provided on safe
routes that should be used to depatte Bienvilleand/or L&Abuildings as well as
other appropriate safety precautions. During nceduty hours, noressential
non-COOP Teammersonnel will remain at their homes pendifigther instructions.

Transition to Alternate Operations
After consultation with DHH he Assistant Secretarwill direct the closure of the OPH Upon
decision, theAssistant Secretanyill order the cessation of operations f@PH
a. The Director of the CCPwill notify the Assistant Secretarthat the emergency
relocation of COORdvance Teans complete and will provide contact numbdos
the group.
b. TheAssistant Secretarwill notify DHH of activation of the COORelocation and
status of activity
c. The DHH Bureawf Media and Communicationswill notify the press, outside
customersyendors and other critical customers that th@PHhas beertemporarily
relocated.

Site Support Responsibilities

The Director of the CCPwill notify the RegionalAdministrator and/or the appropriatdacility
managerof the selected ARF(sFollowingnotification thatrelocation has been ordered or is in
progress, the facility manager at th&RFwill prepare to receive the relocation gro(g). This
procedure would also be used at a regular facility in the event that the COOP is activated under
the ciraamstance of reduced personnel (such as in a panderiigg facility manager may direct

site personnel to somether duty station in the facility, or may direct site personneké¢main

or return home pendindurther instructiors.

Checkin Process at ARF
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All staff that have been designated as COOP personnel will wear theiristatd DHH OPH
photo identification badges at all times. The ARF facility manager will have received notification
of every person expected to report for devolution duty at thedtiean. These COOP members
must present their employee photo identification to the facility manager at the entrance to the
devolution site/area. COOP staff may receive an updated Job Astiertaccording to their
assigned position for reference andview, which again will not be assigned beyond the scope
of abilities. Any materials necessary for this role that were/are-pqositioned, as listed as
essential to the critical function, will be distributed at that time.

Each shift will maintain separate log for work, both on an individual basis (which corresponds
to daily situation reports, discussed later in this Section) as well as a team/shift basis. The
highestlevel authority at the site will designate a member of the COOP team to maitiese

logs until the Finance/Administration representative arrives to assume these duties.

Personnel Coordination

If necessary, the COOP Team will continue transition management of the OPH mission essential
functions for up to 90 days at the ARF. When @feH facility(ies) is(are) restored or a new office
building is identified and available, the COOP Team will transition management of mission
essential functions from the ARF to the OPH office.

Following activation and deployment of the COOP Team, gwmmTmay request additional
augmentation staff at the ARF, if space is available. All requests for augmentation of the COOP
Team must be coordinated through the Director of the CCP. During COOP operations, personnel
not activated as members of the COOP Teamaugmentation staff, will be provided
information on their status by receiving a call from their supervisor or by calling in on an
information line provided by the OPH (as previously established by Human Resource Processes).

OPH Operations

Operatiors of OPHshouldcontinue asnormallyas possiblehowever, employees will be asked

to focus on essential functions and services and not take on special assignments outside of the
emergency activation. This constitutes deferring neessential functions whkh are already
determined by and attached to this COOP Plafm employee may be asked to work in a
different location, for a different supervisor, and doing different tasks associated with the
maintenance of essential OPH functions. These duties magdignad for an extended period,
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During activation OPH operations will not be normal and employees will engage in essential
OPH operations, performing critical functions and services amig only addingin other
functions as directed by their supervisor and as resources and time permit

Employees will review the various threat level operational procedures for their specific
area/Department/Progranin order to become aware of and understand devolutiongadures
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Employees will also be asked to prepare and maintain a work status repaited a situation
report or SITRE®sothat at any point in time, should another employee need to step into their
work function to perform their duties (such as E@€hour coverage), employees will have an
standardize situation report fdransitioning duties

The primary impact of a disaster Wik that in which affectthose OPH employees who perform
critical and essential operations of OPH. It is assumed thegrdeeismin a disaster, including
chemical incidents or pandemic influenza as well as other evesitsncrease due to:

e Employee personal iliness or incapacitation;

e Employees caring for sick family members;

¢ Employees under home quarantioe isolation

e Employees caring for children dismissed from schools; or

e Employees selfluarantining out of safety concerns.

Theadditionalfollowing considerations were included in the development of this plan:
e Impact on the services provided the OPH,;
e Impact on thehealth and safety ahe OPH employees and their families;
¢ Impact on the health and safety of thesidentsof Louisiana;
¢ Impact on the communications and public education necessary for the organizations
doing business witlthe OPH, as well as the citizeoELouisiana, employees of the
State of Louisiana and others.

Memorandums forOPHEmployees

TheOffice ofHuman Resources will develop informative memorandums for disseminatial to
OPH employeesregardng the duration of alternate operationspayroll issues time and
attendance, duty assignments, and travel authorizations and reimbursemens Assistant
Secretarywill approve these memorandums and tt@ffice of Human Resources will then
distribute the document to the relocated personnel and reseential staff through appropriate
media andother available sources

Devolution

The identification of essential functions and needed staff should address any significant
depletion of OPHstaff. In the event than emergent situation renders all leadership staff
(noted in the orders of succession) unavailable or incapacitated in some other manner,
administration of the OPH supports and services will need to be divided between public
residential services and commitmservices. It is assumed that if all leadership is affected in this
manner that the crisis has had a significantly broad impact as to have affected adjacent regions
of the State and possibly othetates.
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Given this assumptiom focuswason the central and northern portions of the state to establish
I aal 5S¢ 0O2 Yhe YoRher® Bayt 6f hblBtate was affected, the current locations
in Baton Rouge and New Orleans could be used.

e Administrative duties will shift to theDHH EOC atBluebonnet, Baton Rouge,
Louisiana.

e TheDHH EOC Incident Commandeél be the point of contact for all support and
operation functions for publibealthservices.

¢ Theunaffected Regional Administrators/Regional Medical Directalisneed to be
a pont of contact for all support and operation functions for other regional offices.

e Current staff at each region and health umill have the knowledge needed to
perform essentialfunctions for the operations at the local levekupports, and
services Eah region and health unis equipped with the needed equipment and
resources to maintain operations for the duration of the emergency.

e TheDirector of Bureau of Mediand Communication®PH PICat Bluebonnetwill
assume oversight of the public relatiodsties and thePlanning ChieWill assume
the planning duties. Th®HH EOC and the public health regiwnfis be in contact
throughout the emergency (at least daily) to ensure that planning activities are
addressing issues identified across all areaseoice, communications are being
maintained to support knowledge to all stakeholders regarding status of all services,
and incident management issues are being addressed and managed effectively
across all services.

e TheAssistant Secretary and/or designedl report directly to the DHH Secretary or
designee.

e In the event that these individuals are not available or these areas are similarly
affected by the crisis, administration will shift in the same fashion toRkgion 1
Medical Director(& Staff)Jandthe Region 9 Regional Administrator

e Arroster of trained staff imaintained by the Center for Community Preparedness

The Assistant Secretary (or designee by DHH) will begin reconstituting the normal chain of
command as operations permit during theconstitution phase. This process will begin once
the Assistant Secretary is again available, no longer incapacitated, or a newly appointed
Assistant Secretary is named by DHH.

Mission Critical Systems

OPHhas identifiedmission criticacommunicationsystems as well as staff and resources needed
to perform these functions in the event of a disaster. These funcionsassociated systems
are listed in atable in Section V, Interoperable Communications During alternate facility
operations, staff willbe deployed to perform all noted mission essent@mmunication
functions using the mission criticatstems and processes identified and ressential tasks will
be deferred.

Vital Files, Records, and Databases
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The OPH shall identify, protect, and eresthe ready availability of vital records, databases, and
hardcopy documents, references, records as well as information systems needed to support
essential functions for up to several monthRecords management not only ensures that
essential documents ra readily available to support a response to a pandemic or other
emergency, but also preserves the bases for OPH decisions and licensing actions made during a
pandemic situation.

This plan also addresses other records that may not meet traditionallypteatecriteria for
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such as a pandemic.

The responsibility of each division is to identify emergency operating records,daddinancial
documents essential tthe continued functioning of the department in the evethie OPHhas

to relocate to an ARF. Back up of vital documents on disks or CDs should be a daily routine. One
of the OPHCOOP objectives is to ensure the protection of vital records that are needed to
support essential functions of the department at the ARF. Categories of these types of vital
records and databases may include:

a. Emergency Operating Records. Vital recasessential to the continued function
or reconstitution of OPH during and after an emergency. Included are the
emergency plans and directives; orders of succession; delegations of autlaowty
staffing assignments; and related records of a policy or procedural nature that
provide agency staff with guidance and dmhation resources necessary for
conducting operations and for resuming formal operations at its conclusion

b. Legal and Financial Rights Records. Vital recard<ritical to carrying out the
essential legal and financial functions and activities, pratecting the legal and
financial rights of individuals directly affected by its activities. Included are records
having such value that their loss would significantly impair the conduct of essential
agency functions, to the detriment of the legal ordircial rights or entitlements of
the organization or of the affected individual(s). Examples: accounts receivable;
contracting and acquisition files; official personnel files; Social Security, payroll,
retirement, and insurance records, and property managat and inventory
records. Each Division/Section is responsible for identifying and having in their
drive-away Kkits the vital records and databases.

Examples of departmental vital records

Vital Description Associated critical | Form of Off Site storagel Maintenance
Record service or proess | record location/ frequency
Backup
ISIS Human Resources tim¢ 1. Time and Client Servers | Server and On-going
and attendance systen attendance entry | (HR; backuplocated
for payroll Purchasing; in ISB
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2. Location and SAP)
accounting of staff

OPH Apps | OPH database of 1. Location of Web based Bienville Building| On-going
clients and critical data| consumers data system (server is located
elements& 3. Monitoring critical in the ISB)
applications systems within
OPH
Orders of Official documentation| Administration Original Copy kept at Annual (or
Succession | from Assistant functions(listed in documents; regional offices | more
Secretary of staff by | Section Il, Orders of | Hardcopies; and at the DHH | frequently if
position who will Succession) Scanned EOC. needed)
assume duties in the copies
absence of key
personnel.

Appropriate Offices shall submit their Vital Records Plan to OPH Center for Community
Preparedness and identify the leged well adinancial rights records they reire to continte
operating during an emergencyas well as how these vital records will be transported or
accessed at the ARFHansmustensue backup copies on an annual basismore frequently as
indicated through regulation and guidance or besactce adopted by the particular
department Staff in each department shall be trained on the identification and maintenance of
vital records. Because of the continual move toward electronic recordkeeping, backup copies of
required records may be provided Wivision of Administration Office of Information Systems

for safe storage and emergency access or stored at some other offsite facility by the responsible
office.

As soon as possible after COOP activation, but in all cases within 12 hours of COOP plan
activation, COOP personnel at tdRFwill have access toA local area network (LANyital
electronic records; Critical information systems and data; Internal and external email and
archives; and vital hardcopy records.Utilizing lessons learned from losical Louisiana
disasters,DHH OPH shalblso maintain these records electronically because of the ease of
updating the records and copyingem at an offsite location. ThOPH shall consider multiple
redundant meda for storage of vital records as pehet direction of the Division of
Administration Office of Information Systems. The Office of Information Systems also directs
the OPH in risk assessment for storage aedommends alternative storage media, if
appropriate.

Maintenance of a complete inventory of records identified undBmergency Operating

Record® | & We§dl &nd Fimancial Recofbalong with location and access information.
This inventory shall be maintained at two different sitess per federal recommendation, this
inventory is attached as Appendix

At the direction of the Office of Information Systems, vital records (as previously defined) will
follow the policy and procedure set forth regarding frequency of transfer/backup.

Important Records
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Unlike the classification of emergency operating records, and legal and financial rights records,
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not absolutely essential but that could greatlidahe performance of emergency functions.
Examples might be historical documents that describe precedents, or complete file copies of
incoming directives that have already been recognized in essential procedures, or licensee
correspondence. Offices sholittentify and protect these records as they deem appropriate.
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I1. Reconstitution

Within 24 hours of an emergency relocation, @PHdesigneec as listed in the essential
functions list, withsupport fromappropriate departments; will initiate an assessment of, and
operations to salvage, restore, and reco@PHheadquarters after the approval of the local and
Federal law enforcement and emergency servieas been grantedReconstitution procedures
will commence when théssistant Secretargsertains that the emergency situation has ended
and is unlikely to recur.

Once thisdetermination has been madend coordination with other state authoritiehas
taken place one or a combination ahe following options may be implemerd, depending on
the situation:
a. Continue to operate from the Alternate Relocation Facility (ARF) with support from
other state agencies, if necessary.
b. Begin an orderly return to thBienville(Bossierpuilding(or to whatever facility(ies)
were abandonedand recastitute from remainingOPHor other resources.
c. Begin to establish a reconstitute@PHoffice in some other facility in th&aton
Rougevicinity or other nonaffected area.

It is important to organize personnel for an orderly return to normal operatiadlimeframes for
terminating devolution are dependent on the nature and intensity of events/incidents that
activated this COOP Plan.

Development of Plans and Schedules

The Assistant Secretarwill coordinate and develop Reconstitution and Terminatilans for
the orderly transition of alDPHfunctions, personnel, equipment, and recoifism the ARF to a
new or restored BIHOffice facility. Each organizational element wékignate a reconstitution
staff person to assist in the development of the apuriate plans andchedulesThe Assistant
Secretary will approve the plans and schedules prior to tldemobilization of disaster
operations

Procedures to Reoccupyildingk 2 NJ bSg 1 v Qa

After consultation with DHH, the Assistant Secretary will noti&ff shat the Bienville building
(or other abandoned DHH/OPH facilitgn be reoccupied, or that a different facility will be
established as a ne@PHoffice:

a. The Assistant Secretaryill oversee theorderly transition of allOPHfunctions,
personnel, equipment, and records from the AlRFa new or restoredDPHoffice
facility;

b. Each organizational element, in turn, will designate a reconstityimint-of-contact
(POC)to work with the Assistant Secretaryand inform office pesonnel of
developments regardingeconstitution; and
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c. Prior to relocating to the currenOPHfacility or another building, thedHH will
conduct appropriate security, safety, and health assessmentsuiability. When
the necessary equipment and docunte are in place at the new or restored
headquartersfacility, the staff remaining at the ARF will transfer mission essential
functions and resumeaormal operations.

Location andRelocation Procedures

As needed, determined by the ARF Incident Commatilaronsultation with the Assistant
Secretarythere may be the need for specistiaff teams with specifi€COOHunctions relevant
to the type of emergency or disaster, such as the following:

e Location Locating people who have been displaced and tlfeemilies. These
efforts will be coordinated with other agencies.

¢ Relocation Handlingrequestsand questions regarding relocation of people will
include anyone who has been displaced and who is currently receiving servises or
in need of support. Requestsfor services will be handled bgn identifiedteam.
Thisteam will also obtain information onlleavailableresources within and outside
the state, looking at both public and privgbeoviders.

¢ Employee location/relocatian Locating employees who V& been displaced. This
team will work on the details of relocating offices and staff if necessary and
resuming services for the affected areas.

e Donations of time, staff, or money Handling offers of donation of funds, staff
and/or volunteersdesiringto assistin the delivery okessentialpublic health services
(not emergency goods and services)l be coordinated with other agencies on the
receipt and dissemination of these resources.

Procedures for eacBepartment or Progranare included in th@OPHEmergencyPreparedness
Plan and maintained by each team leaddfr needed these teams may be implemented during
alternate facility operations.

Demobilization

According to NIMS and ICS, demobilization planning begins at the onset of devolution plan
activation. Key public health staff involved durirmm outbreak will perform an evaluation of
emergency communications activities after an event has ended. Thisimolayle processes

such as Critical Incident Stress Debriefings, hot washes, or other situational analysis meetings.
These processes, in addition to the generation of an After Action Report, must be coordinated in
order to supply appropriate informatiorotthe Central office and Assistant Secretary.

While some plans have designated the DHH Communications Director to run this process (in the
State Strategic National Stockpile Plan, for instance), the nature of the incident or event that
triggered the adwation of the COOP influences the selection of the appropriate Information
Officer to coordinate and lead various aspects of demobilization. Considerations on operations
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dominance (such as during Pandemic Influenza, when it might be most appropriceddaie
Immunization Medical Director lead appropriate discussion) versus an accidental chemical spill
(when perhaps another State department is most appropriate to lead the majority of the
demobilization activity).

After-Action Review and Remedi&ction Plan

An AfterAction Review will be initiated prior to the cessation apferations at the ARF.
Information will be gathered from all participating employees as well as each Séfamhon

the COOP process and operationshisreview process leds to the completion of an After
Action Report, or AAR, as well as an Improvement Plan, called an IP. Federal guidance
complements AARs with IPs in order to produce measurable, actionable, and timely steps to
improve performance.

The OPH Center for Camunity Preparedneswill collect comments from any employee
working during the activatiomegardingan action, strengthor weakness observed at theRFE
The processwill begin once the OPH headquarters resumes normal operationsThese
comments are soliteéd/gathered in the spirit of improving operations as well as to identify
training opportunities in order to reduce risk and improve future OPH activities.

Each Sectiohlead will provide aummay of what the sectionidentifies aghe three things that
worked best and the three things tha¢quire additional work or training. TH&lanning Section
of the Center for Community Preparednesil gather these summaries fromll departments
and programs and take action to supply apprapei training within six months to meet the
identified weaknesses. This will provide mitigation steps for future COOP activities.

The input fromindividuals as well as Section Head#ll be incorporated into a COOP
Improvement PlanRecommendationand results from theCOOPAAR/IPwill be incorporated
into the COOP Annual Revi®@rocess. Theecommendations in these areas will immediately be
addressed at the next COOP Workgraueeting, and changes will bmplementedon a short
timeframe by theAssistantSecretary.
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V. Planning

Responsibilities
The Assistant Secretary is responsibletfe following COOP Plannimgtivities (these may be
delegated to theMedical Directoy.

e Appointing the COOP Teantluding identifying the Advance COOP Tpam

¢ Regularlymonitoring the plaron an atleast annual basjs

¢ Remaining apprised of the COOP Temtivities

e Approvingdepartmental/agencyCOOR, and

¢ Notifying DHH and other appropriativisionsof state government upomctivation

of the COORs

The Assistant Statelealth OfficerDirector of the Center for Community Health is responsible
for the following COOP Planning activities:
¢ Developing and maintaining the OPH COOP Plan;
o Adhering to the federally requested annual review schedule and encouraging
Departmental andProgram compliance; and
e Ensuring OPH Centers have ongoing interagency interactions and coordination of
planning activities.

TheDirector of theCCRs responsible for the following COOP Planning activities:
e Developingand implementinga COOP MuHYearTraining Plar{with COOP Team)
e Maintainingcopies of Departmental and Programmatic COOP Rtar@3PH and
e Coordinating intreagency COORaining and exercisefforts and initiatives with
policies, plansand activities

All OPHstaff are responsible fgparticipating in the following COOP Planning activities:
e Providing needed information for COOP Planning when requested byC@@P
leadership
e Participating in required agency trainirand
¢ Participating in required COOP exercises

Testing, Training, ané&xercise

The tables listed below provide the information about training and exercise negents within

this COOP. CO@Pecificexercises will be incorporated into the training sommended by

the United States Department of Homeland Securifhere will be no external costs to ti@PH

to complete training. Costs relative to employee time for emergency preparedness training will
be calculated after training is completed for reimbursement purppgegppropriate.
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COORP Training and ExercBlan
Program Method Audience Frequency
Annual Review Classroom; Study | Executive At-least annually
Materials Management
Transfer of Authority and Workshop Successors At-least annually
termination of devolution
Orientation Workshop Special Teams Uponcompletion of the
plan and when necessar
to replace key personne
Orientation Intranet All Employees Within 30 days of hiring
Refresher Intranet All Employees Annual
Intense COOP Training and | Workshop; Exercise] COOP Team Annual
Exercises (to include and Relocation
relocation to ARF and access
of backupdata and
communication systems)
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Office of Homeland Sedty and Emergency Preparednemsd critical custometswill be tested

on a quarterly basi®rchestrated by the Center for Community Preparedne3artners are

advised that they should also validate their internal and external communications capabilities at

their alternate operating facilities quarterly or mfrequently as directed.

The following items provide guidance that managers and employees should coffieider

conducting effective and useful training in preparation for devolution of operatidiben this

training is completed, the Center for Community Preparedness houses the documentation for all
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internal or external entities.

e Conduct quarterlyagencyRado Tests during duty and neduty hours- tests the
ability of theagencyto contact all employees.d3ults are recorded regardirthe
number of personnel contacted, by what method, and time it took to contact them.

e Train employees to update their contacfaermation with their supervisorg as per
the procedure establishetihroughthe Office ofHuman Resources

e Plan for the activation of telework and shift work for facilapd office staff as
appropriate.

e Incorporate use ofhe Telework Policy into the way the agencydoes business by
allowing authorized employees to telework from their homes or telecommuting
facilities if authorized.

e Ensure employees have correct telework-loguser IDs and password credentials to
access agency systems. Work with theDwision of Administration Office of
Ly T2 NXI A Raja Cénbeatd pbblish @asy to use telework user instructions.
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configurations to use telework.

e Ensure that theS A @A aA2y 2F | RYAYAAUNI GA2BatahFTFAOS
Center has planned for the correct system capacity to accept numerous telework
logons.

e Start education of stafin socialdistancing practicés(appropriate for bioterrorism
events as well as pandemic).
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employees how to stay in touch with management and provide employee
awareness training on huam pandemic planning and information.

Multi -YearTrainingStrategy

As a responsibility of the OPH Center for Community PreparedtiesOPHhas developed a
comprehensive muliyear strategy that further details and outlines implementation of the
following activities:

e Development of training for the COQP

¢ Initial and reoccurringraining of all staff

e Prioritization and purchase of equipment and otrequisitions needed for COOP
activities and

¢ Identification ofother needed actions to implement or maintain COOP readiness

The MultiYear Strategy and Program Management Plan will be maintained saparate
document from this Rin as it is updated on aearweekly basis when trainings have been
completed It will be monitored and modified as appropriate upon direction from the Assistant
Secretary.

Annual Review Process

The COOP @hning group shall review thida prior to and after each threat lel’change. This
includes the implementation of additional threat level activities amaly require adjustments to
the Ran as necessary.

Individual Departments and Programs amandated by DHH polidp have a twedeep chain of
command in place, and areneouraged to plan for a deeper chain of command as the situation
dictates (Order of Succession earliethe previousSection). The chain of command should be
conspicuously posted so that all members of a department know the chain of command during a
CO® activatiorevent.

This COOP Plan is reviewed and updated annualypabilities for protecting classified and
unclassified vital records and databases and providing access to them from the alternate
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operating facility shall be tested semnnually as ecommended by the United States

Department of Homeland Security

The OPH will follow the maintenance schedule listed belowCfa©OP Plan activities.

COOP Plan Maintenance Schedule

Activity Tasks Frequency
A Review entirgolan for accuracy
T A Incorporate lessons learned and chang{ Annually (January of each
Plan update and certification . p . g v i
in policy and philosophy calendar year or as needed
A Manage distribution of plan updates
o d und q ‘ A Obtain names of current incumbents an
Mamtaln.an update Orders o designated successors Annually
Succession . . "
A Update Delegation of authorities
o . A Update and revise checklists As needed
Maintain checklists . I
A Ensure annual update/validation Annually
. "y A Confirm/update information on rostered
Update rostering all positions Annually
members oEmergency teams
A Uitilize qualifications determined by
Appoint new members of the COOP A/RAs COOP Leaders
) _ As needed
Team A Issue appointment letter and schedule
member for orientation
A Check all systems
Maintain alternate work site readiness | A Verifyaccess codes and systems Annually
A Cycle supplies and equipment as needs
A Review for currency and new needs
Review and update supporting " . .
. A Incorporate changes, if required
Memoranda of Understanding/ i P g q Annually
Agreements A Obtain signature renewing agreement ¢
confirming validity
A Train users and provide technical
Monitor and maintain equipment at assistance )
. " ) ) Ongoing
alternate sites A Monitor volume/age of materials and
assist users with cycling/ removing files
A Provide an orientatiomnd training class
Train new members A Schedule participation in all training and Annually
exercise events
_ _ o . A Brief officials on COOP o
Orient new policy officials and senior i ) o ) Within 30 days of
A Brief each official on his/her

management

responsibilities under the COOP

appointment
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Conduct internal exercises
Annually

. Conduct joint exercises with Regions
Plan and conduct exercises ] ¢ Annually
Support and participate in interagency

. Annually or as needed
exercises

A Obtain, maintain and update appropriat

. Ongoing
security clearances

Maintain security clearances
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V. Logistics

Alternate Location

HQ Alternate Relocation Facilitiesn-Town/Outof-Town

As previously mentionedAppendixCincludesa list of alternate facilities. The list of facilities
has been evaluatedasedon existing capabilities and the capacity to perform the mission
essential functionsand risk assessments are completessessment areas included available
space, site transportation and parking, interoperable communications, security, life support, and
logidical support.lt is recognized and was used in devolution planning tha:facility should
be in an area that is accessible to lodgitige facility must beable to sustain operations for09
days and accommodate approximat&y individuals, dependingrothe location the site must

be able to support operations for up th personnel (AvanceTeam) within three (3) to twelve
(12) hours, if necessary, and approximat@bjindividuals within twentyfour (24) to fortyeight
(48) hours and, tlephones, computers, facsimiles, copiers and furnitwikt be available to
support the augmented staff including tli&OOP Team

Operational Hours

During COORevolution the Assistant Secretary will determine the hours of work for@@OP
Team However it is expected that th&€€OOP Teamwill operate Monday through Friday, 8:00
am t04:30 pm. TheDPHshould not need to operate more than normal work hours; however, in
the eventof expanded coveragea scheduléncluding augmentation staffill be establibed for
this purpose, if necessary.

PrePositioned Resources

Essential data currently maintaineda the Office of Information Systems protoeoay not be
available to deploye€OOP Teammembers unless th©PHProgramsplan for this contingency.
Divisiongsections will ensure that databases and other resources suppoi@RiH mission
essential functions are pfpositioned at the istown ARF, carried with deploying personnel, or
are made available through an automated data backup process. Procedureshacklists for
pre-positioning resources should be included in the division/section COOP Implementation
Plans.

Establishment of Communications

After the relocation of theCOOP Teartp a designated ARF, the ARF Facility Manager will
disseminate informatiomegardingthat ¥  OAf AG &8 Q& | RYAY A &iNIQOP®BS | yR
Teammembers upon arrivadt checkin. This information should cover a period of up to seven
days.COOP Teammembers will begin to retrieve prpositioned information and data, avhte

specialized systemsr equipment needed.The OPH owns as well as routinely utilizesidety

of communication modalities, including facsimile, telephone, cellular phone, and 800 MHz
radios

Transportation, Lodging, and Food
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The COOP Team Financéikton will disseminate information related to local travel and
temporary duty stations when the COOP is activatgecifics may need to be provided at the
time of an event, but gneral information about transportation, lodging, and food is provided

below:

a. Transportation To the extent possible, COOP Team and OPH personnel activated as
augmentation staff are encouraged to use their privately owned vehicles to

commute to a pradentified ARF.

b. Lodging ¢ Onsite billets will not be available at oudf town ARF facilities.
Reasonable accommodations will be available. A memorandum of understanding
(MOU) will be established with a lodging facility in the event of out of town ARF

location.

c. Dining ¢ Restaurants are available in the local communitigse standard meal

allowances for reimbursement as found in
Resources travel policy.

Interoperable Communications

the applicable Office of Human

Louisiana requires interoperable communication§echnical components of communications
with respect to computers, data security, and electronic communications come under the
purview of the Office of Information System$he OPHcurrent hteroperable communications
providers are listed below. Alterniae providers are not noted because they are not available in
most instances and the ARF will be able to provide these services with local providers.

Service Current Provider Special Notes
Voice Lines | Office of Telecommunications Management (OTM) Services are Bell South but thru state
office of OTM
Fax Lines Office of Telecommunications
Data Lines | Office of Telecommunications
Cellular Verizon OPH and each DRC will have a satellite
Phones/ phone as backup.
Blackberry
Page N/A
Email Microsoft Outlook
Internet LaNet
National HF station at DHH EOC in Baton Rouge. Does not requi| DHH Call Sign is WGN960. Provides
Public Health| licensed operators. infrastructureless twoeway
Radio communications with CDC and other
Network federalagencies.
Ham Radio | Licensed operators, both employees and external Provides infrastructuréess bcal and
volunteers. HF (long distance) stations at DHH EOC BR| distance tweway emergency
Region 9 EOC in Hammond. VHF (local area) stations aj communications
BR, Hammond, Lafayette and Thibodeaux.
INMARSAT | Stratos Government Services, Inc. One terminal issued to OPH DRCs at ea
BGAN (Under state contract through OTM) Regional HQ. Two terminals at DHH E(
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Each terminal is capable of providingeo
voice line and one moderatepeed data
connection.

Trunked Network operator is Dept. of Public Safety 700MHz (digital) radios operate in the
radios corridor below 110. 800MHz (analog)
(700/800 radios operate north of10. Radios
MHz) assigned tkey departmental personnel.
Mobile Orbital Data Net Highspeed data via satellite link. Capab
Satellite (Under state contract through DPS) of providing DHH Btwork Services to

Earth Station

System is ordered and under construction. Will be deplo

by end of July 2007.

devastated or remote sites.

Voice Over IR

Cisco Systems/AT&T.

Closednetwork telephone system that

telephones operates over the DHH data network.
Purchasing in progress. Expected deployment by end off Phones will be depieed at EOC, DHH
August 2007. Regional HQS, PHUs and labs. IP phon
will be deployed with the Mobile Satellite
Earth Station
Responsibility

The DHH Office of the Secretary will maintain capabilities, procedures, and contacts for reliable
emergency communicationgith law enforcement and public safety organizations.

The Division of Administration Office of Information Systems (OIS) has the lead for working with
DHHOPH Offices and Regions to provide the infrastructure needed to support normal and
emergency communations capability during £O00P event, including natural disasters and a

pandemic situation.

The OPH Regions will establish procedures for accomplishing essential

functions and job tasks using the available separate, redundant, and diverse communications
Regional OPH Offices will coordinate with OIS to maintain the Emergency
Telecommunications System (ETS) for communications with DHH OPH critical customers,
including the capability to divert calls when functions are transferred or diverted. if€li&ling

media.

satellite telephones, is considered a misse&ssential system.

ThisCOOPRPIan takes advantage of improving communications technology, redundant systems,
and extensive capabilities in DHBIPH Central and Regional Offices to continue functions

remotely without having to move large numbers of people. When the decision is made to
implement the Continuity of Operations Plan, Offices and Regions will implement their
pre-planned procedures for sheddimpn-essentiawork and working remotely.

TeleworkLogistics
In most casesnanyemployees wilheed torely on their home computers, Internet access, and
telephones to perform telework during a disaster or pandeniieleworking arrangements must

be established by the COOP team or supervisor, and apgrasepart of the COOP activation

and operations.

Employees should not assume that a teleworking arrangement will be
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appropriate for their situation until approved by their supervisor and given appropriate COOP

activities and duties to performAs approprite, the agency may supply software, telephone

cards, copies of files or references, or other support for telework effor®uring normal

2LISNF GA2yas GKS 1w (StSO2YYdzyAOlFIGA2ya LRtAOeE |
processes take precedence whthis Plan is activated.

The following are the logistical elements for the Telework Staff to operate from their remote
locations:

1. A computer (either a desktop or laptop with at least the capability to perform
dialup networking).

2. Access to thenternet (diatup or broadband).

3. Telephone service (either wirear cellular are required). ThOPH should provide
automated answering and message forwarding capability that can bdified by
OPH users to provide for the continuation of commimations in the absence @PH
telephone operators.

4. Depending on the work that needs to be performed, a CITRIX accouxe(i@ign
certificate for broadband) may be required for remote access to programs, files, and
data necessary to perform work.

5. Ability to participate in a teleconference or videoconference.

6. Guidelines for use of CITRIX (covering topics such as making efficient use of access,
security, software installation).

7. Remote access to files, necessary to do their work, must bedton a network
drive.

OPH Department heads will determinghich essential functions can be accomplished via
telework. Further, job titles will bpairedwith essential functions and a master list maintained
at Regional Offices regarding COOP assignsniiwatt includessalaried and hourly employees
require teleworking connectionsThis should be detailed in each Dejpaent or Program COOP
BEFORE activation prompted by a COOP trigger

Regional Officedepartments and Programsvill work with OIS to ensure that any computers
and/or connections are in place, anthose resourceswill meet appropriate IT security
requirements, such ae following criteria:

e Current and ugo-date antivirus protection

e Current and ugo-date firewall potection

The Division of Administration Office of Information Systems will require that certain
pre-identified personnel be osite at the computer center to maintain the critical operations of
the center. This staff member is identified in each regiostff listing for essential functions.
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VI. Finance and Administration

Overview

The purpose of thiSectionis to ensure that financial, administrative, and personnel issues are
coordinated and have appropriate representation in the COOP. Dutangplution of
operations, the biggest obstacle faced by organizations is identifying enough personnel at the
devolution sit€s)to assume the essential functions for each office and division

The COOP Plamas been created in coordination with the DHiHolmation Technology (IT)
groupas well as théffice ofHuman Resourcesiluman Resources issues personnel policies for
the OPHsuch as the Disaster Overtime Pofiapd the procedures for responding to disastérs
ThelT plan is to increase the capacitf simultaneous access to DHBPPH networks, through
the highspeed Internetbased Remote Aces System, that will enable DHMPH staff to access
records and databases to perforpniority functionsfrom a remote location.

The immediate goal is to enabkgpproximately 1,0000PHemployees to havesimultaneous
remote accesgo the DHH andOPHelectronicresources as soon as possitdéead COOP Team
members to have this suppoat the ARRwithin 12 hours This number is based on the planning
assumption of experiencing about 40 percent absenteeism duaidgsaster, such as thgeak
periods of a pandemic wave he Division of Administration Office of Information Systems
estimates that about (?) simultanesuaccesscapacity will be availablein an emergency
devolution operation.The longterm goalcontinuesto expand this capacity even further for
additional accommodation as allowed by increased budget and continued improvement in
technology and equipment

The COOP lan provides dér greater flexibility than DHHDPH flexplace policies applicable
during normal gerations in order to allow DHIKDPH to make the fullest possible use of
resources available for accomplishing priority functions during a pardeiffie plan also
provides that staff members who are expected (or wish to be able) to telework dudispster

or pandemic will participate in pandemic preparedness orientation/training.

Applicability and Scopef Telework

The implementation of a rokst telework program during a pandenac other COOP enactment

will allow theh t 1 G2 O2yU0AydzS LINAR2NRGE& TFdzyOpefségia GKAT S
needs or geographic travel restrictiondn addition to contributing to social distancing and

infection control, teleworking during a pandemic vénable a larger number of DHEIPH

employees to continue to work productively on priority functions than would otherwise be
impossible.

Expanded tework capability will allow DHI®PH to rely on staff who wouldtlerwise be
unavailable, and allow staff to continue to work rather than use leave or, possibly, excused
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absence. Employees who are not incapacitated may be able to continue working through
telework when, for example, they:

e Need to remain home to care fdamily members who are ibbr children when
schools close;

e May be contagious;

¢ Need to take extra precautions to avoid exposure to infection for reasorfs asic
compromised immune systemsr

e Are unable to reach work because public transportatmmroads and travel in
generalis severely restricted.

During adisaster managers will have broad discretion to authorize employees to perform
priority functions through telework to the extent the manager deems accomplishment of the
work in this manneffeasible. This includes the ability to permit telework essentiallytifui,
implement informal approval processes, and implement more flexible work schedule options in
order, for example, to enable employees to telework during periods when they neearéofor
dependent children at home. However, time actually spent in-mank activities such as caring

for a child or for a family member who is ill may not, of course, be considered work time.

Telework Plan Activation

Upon activation of theaCOORPlan, nanagers may authorize DHH/OPH staff members to deploy
to their homes or other telework locations to perform tasks necessary to contgssential
functions Notifications occur using the same mechanisms previously mentioned in the Alert
description in theConcept of Operations Sectionlf the number of authorized pential
teleworkers exceeds DHBlystem capacity, Offices ari@egions should work with th€OOP
Teamto assign priorities for telework.

After activation of the telework plan, Offices and Regiwil$ continue to monitor telework to
ensure thatessentialfunctions are being accomplished effectively, trstaff is using time
productively, to revise assignments in order to respond to changes in specific work needs, and
to adjust to fluctuating emplgee needs, availability, or requests for telework.

OPH Work Schedules and Hours of Operation

It is possible that OPH may need to close various central, regional, or parish workplaces due to
the lack of employees to conduct critical OPH functions sewticesat that physical location

This could be as a result of sick employees, lack of pattosgel restrictions,or because it
presents an unacceptable level of risk to employees and/or patrons.

All OPH workplaces shouddlso evaluate their existig work schedules, possible shift changes,
and required delivery of services with expected employee attendance duentmmfuenza
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pandemic event and include these contingencies in their COOP. This will assist in determining if
alternative work hours areatessary or if closing specific workplaces is appropriate.

Any change in operating hours or worksite schedules will be communicated openly and
frequently to both OPH employees atfte general public as described in the Communications
Section of this Plaand in the DHH Bureau of Media and Communications Risk Communications
Plan.

Leave and Return to Work Policy

OPH understands the importance of compensatiand understanding leave policie®
employees and their familiesPolicies havébeen establishedo provide and fair and liberal
benefit to employees and their families during an emergency such as an influenza pafidemic
Any time an employee is absent from the workpldoe a telework arrangemen@nd has used
his/her designated sick leave, the empé® may use annual level or leave without pay, with the
approval of his/her department head.This includes appropriate and qualified Family and
Medical Leave Arequests.

Employees who become sick or are caring for a sick family member and who daveosiok
leave or annual leave, are eligible for leave without pay, with the approval of his/her
department head.

Special incident restrictions may apply. For exampieem@mployee returning to work following

an influenza iliness should wait two days doling the resolution of symptoms (fever, body
aches, and headache) before returning to work.general rule is that following an influenza
illness, a person must be fevéee for 24 hours without the use of feweeducing medications
inordertonotbe2 Yy a A RSNB R EDgoyded aAdisppdzdigor® should use this general
guidanceissued by the State Health Officer farpandemic event, but more specific guidance
may be released at the timeOPH will not require a medical clearance from a physioian
health center to return to workvhen the COOP is activated unless there is reasonable suspicion
of abuse of this COOP procedure

Scenarios for bioterr@amevent natural disasteror pandemic
Employee Sick
o0 Employee exposed and/or sick and sent homoetworkg
A If an employee is showing signs and symptoms of illness or has been

exposed to a suspected/confirmed case of th&/chem agentor
pandemic strain of influenza, whether through travel, other contact, or
family iliness, the employee will be sehtme. The employee would
stay homeat least 24 hoursF 2 f ft 2 Ay 3 (KS -fN5aS2EE dzii A 2 y
symptoms such as fever, headache, and body ash#®ut the use of
feverreducing medications The employee will be allowed to return to
work only after followid G KS {1 h Qan tiHsdoade) tHfeO S ©
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employee will be eligible to use his/her available sick leave, annual
leave, Kleave, and/or leave without pay.
o Employee sick and unable to report to wayk
A If an employee is personally sick, the employee wilebgible to use
his/her available sick leave, annual leavéed&ve, and/or leave without
pay.
o Employee family member sick and employee stays hgme
A If an employee is caring for a family member who is sick, the employee
will be eligible to use his/her ailable sick leave, annual leaveldave,
and/or leave without pay.
o Employee family member death
A An employee will be allowed normal provisions of the existing OPH
personnel policy in the case of death of a family member.

Employee Working
o A working emfoyee shall be compensated pursuant to the DHH/OPH personnel
policy and the Fair Labor Standards Act (FLSA).
o Employee Home Quarantinge
A Employee OPHdirected home quarantine
e An employee directed to homguarantine by OPH will be
eligible to use his/herilable sick leave, annual leaveleive,
and/or leave without pay.
A Employees caring for Children
e |If an employee stays at home to care for his/her own
child/children who have been dismissed from school due to the
pandemic, the employee will be eligible tse his/her available
sick leave, annual leavejl&ave, and/or leave without pay.
A Employee self quarantine
e If an employee decides to sejtiarantine but he/she is not sick
nor has any family members who re sick, he/she will not be
allowed to use sicleave. The employee may request the use of
annual leave or leave without pay from his/her department
head. If the department head does not approve the annual
leave or leave without pay request, the employee is required to
report to work. If he/she doesot report to work, it may result
in disciplinary action up to and including termination.

Guidance for Retrning to Work

Government, businesses, and other employers need guidance about when workers who have
been ill with influenza should return to the workplac&he Office of Human Resources policy
(previously cited)provides an overview of criteria for employee return, aimdportant
gualifications for use of thismformation. The DHH Human Resource Department in conjunction
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in conjunction with a disastgas previously cited)

Workplace Hygiene Policy

In cases of disaster and devolution of operations (typically considered for pandemic events
though also appropriate for natural disasters), additional hygiene controls may be required in
the workplaceg alternate or primary worksé. OPH recognizes the importance of precautionary
measuresand will follow national guidance fdahe prevention and reduction of the spread of
disease. OPMHubject matter expertsvill developguidanceand institute activitiedor disease
controlintervertions in the workplace setting for specific incidents.

OPH Travel

OPH frequently has employees that travel to conferences, trajaing other events throughout
Louisiana and the United States. The following identifiesathtécipatedrestriction necesary
should a bioterrorism, natural disaster, pandemic event occur.

If any OPH employee is outside their domicile whdédHH or GOHSHPrreat Level is triggered,

it is possible that airports may be closed and/or ground travel restricted. It is ewaripaied

that quarantine measures could be implemented for those employees outside their domicile
before travel will be allowed to resume.

In the case of an OPH employee traveling on official OPH business who is unable to return due
to a quarantine and/otransportation restrictions, OPH shall cover reasonable lodging, per diem
and travel expenses for the duration of the quarantine and/or until the transportation
restriction is lifted.

If an employedas now home, buhas recently traveled (within the piad-5 days) to locations
now known to be affectethy the pandemiaor bioterrorism eventthe following should occur:

e The employee should not report to the workplace until the incubation period for the
specific influenza pandemic strain has expired and #rmployee shows no
symptoms of the influenza.

e The employee should document all the people he or she has come into contact with
since returning from travel.

e Supervisors should check frequently with the employee during his/her absence from
the workplace.

e Supevisors should ensure that the employee has cleared the incubation péamd
indicated by the SHO and State Epidemiologiat) shows no signs or symptoms of
the influenza before allowing him/her to return to work.

In general, dring Threat Level One afdvo, dl non-essentialbusiness travel outside Louisiana
will be suspended Further, diring Threat Level Threal in-state and outof-state business
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travel will be suspended, unless specifically directed by tBeY LI 2 &nSngdia@ (or
emergency) supersor in the maintenance of essential OPH functions.

Additional employee recommendations for communicable diseases (such as Pandemic
Influenza) are included in the Community Mitigation and Respdaes, which areupdated
annually.

EmployeeMental/Behavioral Health

The response to a disaster will pose substantial physical, person, social and emotional
challenges to healthcare providers, public health officials, and other emergency responders and
essential service workers. Based on experiemite disaster relief efforts, enhanced workforce
support activities can help responders remain effective during emergencies.

The occupational stresses experienced by healthcare providers and other responders are likely
to differ from those faced by relievorkers. For example, globally and nationally, a pandemic
might last for more than a year, while pandemic waves in local communities may last five to ten
weeks and recur in two or three waves.

During any devolution of operations, medical and publicltheeesponders and their families

will be at personal risk for as long as the threat continues in their commasityell as during

the recovery phase of a devolution incider8pecial planning ,isherefore, needed to ensure

that hospitals, public heth agencies, first respondarganizationsand employers of essential
service workers are prepared to help employees maximize personal resilience and professional
performance. An essential part of this planning effort involves the creation of alliances with
community based organizations and nongovernmental organizations with expertise in and
resources for psychosocial support services for training.

The recommendations for workforce support focus on the establishment of psychosocial
support services that wilissist workers to manage emotional stress during response efforts to
an influenza pandemic, and resolve related personal, professional and family issues.
Additionally, informational materials for employees and their families will be prepared. The OPH
will collaborate with the DHH Office of Mental Health/Office of Addictive Disorders (OMH/OAD)
in the development of resilience programs to assist families of deployed workers. Examples of
these practices and recommendations are listed here, but the currelities and procedures

are housed with OMH/OAD.

Recognizing that staff may be overwhelmed during a disaster, and that staff exposed to the virus
or agent are likely to be infected, the agency has prepared to deal with absenteeism and
shortages of staff ttough the following actions. It is anticipated that some or much of the OPH
workforce would become ill, and existing policies regarding use of leave and the Family and
Medical Leave Act will apply.
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Preparedness

Prepare educational and training materials gsychosocial issues for distribution to
employees during an influenza pandemic including materials on:

Stressors related to pandemic influenza,

Signs of distress;

Traumatic grief

Psychosocial aspects related to management of mass fatalities;

Stress manageent and coping strategies

Strategies for building and sustaining personal resilience;

Behavioral and psychological support services;

Strategies for helping children and families in times of crisis;

Strategies for working with highly agitated patients;

5SPSt2LIAY3I aFlFYAfe O02YYdzyAOF(GAz2y LA IFyaeT
Services available during an emergency; and

Measures that persons can take to protect themselves and their families.

Initiate development and implementation of a model workforce resilience program
with the followinggoals:

o al EAYAT S NBa& LRy Rihdldpablid iéalifemdidéncy. OS R
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Prepare educational and training materials on psychosocial issues for distribution to
employees during aimfluenza pandemic.

Include materials on:

Stressors related to pandemic influenza;

Signs of distress;

Traumatic grief;

Psychological aspects related to management of mass fatalities;

Stress management and coping strategies;

Strategies for building and s@éhing personal resilience;

Behavioral and psychological support services;

Strategies for working with highly agitated patients;

5S@St2LAY3A aFlYAfe O2YYdzyAOlFIGA2y LI I yasQ
Services available during an emergency; and

Measures that persons can take to protéisemselves and their families.

DHH Policy 001183 (previously cited) provides for employees to request an
exemption from being called upon during an event. The OPH also maintains a
@2t dzyGSSNJ RIF Gl ol as O2y it AyAy3 GKS ylIYSa
pharmacists, support staff, and related health care professionals who participate in
drills and educations activities.

Louisiana plans have been tested in drills as well asvedtl events.

Ongoing workforce needs assessments are conducted annually, ramdng is
developed accordingly. Through this process, training needs are identified and
appropriate tabletop drills and after action activities from real life events are
scheduled to review lessons learned.

O O O OO OO0 O o O o o

O O OO0 OO0 OO0 oo o
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e Specific training on Special Needs Shelters &ichtegic National Stockpile
operations is required of all newires, and refresher classes have been delivered to
staff and volunteers. Volunteers and community partners are also offered the
opportunity to participate in events such as health fairs, 8ations, and functional
exercises.

e Through streamlining of services and crrssning, the agency is prepared to keep
going in times of staff shortages and high rates of absenteeism. The agency is
prepared to set up clinics in communities on short netand as needed in mobile
units.

e ¢CKSNBXE IINB 5SaA3ylG4SR wS3IA2ylt [/ 22NRAYIlI (12 NA
resolve problems. Partners have been developed with the hospitals and the
Louisiana Hospital Association (LHA) to work with hospital beghaoiies.
Additional DRCs are assigned for Emergency Medical Services, nursing homes, home
KSIfGKZ YR O2NRYySNRa 2FFA0Sao

e Office of Public Health regional offices has developed a resource manual of services,
locations, phone numbers, contact informatidor staff, etc. This information can
0S | 0O0SaaSR o0& I adl¥FF YSYOSNI 2N I 4aO2YYAas

¢ Immunization Strike Teams have also been established throughout the state. With
standard policies and procedures, the teams are ready to respond immediately.
Backpacks containing necessary equipment are ready and can be deployed as
needed for a variety of immunization activities.

Response
e Implement psychosocial support services for healthcare and public health
employees who participate in or provide suppdotr the COOResponse to public
health emergencies such as a pandemic influenza outbreak.
e Deliver psychosocial support services, including:
Deployment of stress control/resilience teams;
Identified rest and recuperation sites;
Confidential telephoneupport lines staffed by behavioral health professionals;
Information for commuters;
Services provided by community and faith based organizations.
e Provide information to responders on:
0 Progress of the pandemic;
o0 Work issues related to illness, sick pay/ffstatation, shift coverage, overtime
pay, use of benefit time, etc;
o0 Family issues related to:
availability of vaccines,
antiviral drugs, and PPE,
infection control practices as conditions change,
approaches to ensure patient adherencem@dical/public health measures,
RSIEAY3 6A0K GKS G62NNASR 6Stfsé 3Idzi RIy(
between psychiatric disorders and common stress reactions;

O O O O O
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o Behavioral reactions to movement restrictions (especially for police, firefighters,

and commuiity outreach workers); and
o Information on methods to deal with stigmatization or discrimination because

of role in adisaster or pandemic influenzasponse.
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VIl. Communications

Introduction

Communications are essential to maintaining and continmiognal and emergency operations
capability during a disaster Communications are needed to communicate with the staff,
Federal, State and local governments, critical customers, the media and memberspafhiie
on the status of theODPHemergency andilsothe status ofessential functionsCommunications
are vital to disaster relief and recovery efforts at all levels of operations.

The OPH has a comprehenstx@mmunication plan in placeander the DHH Bureau of Media
and Communications Risk Communicati®@snmentioned throughout this Plan It specifically
addresgs the Pandemic Priority Functions (PHBs influenzg as well as essential functions
required during COOP implementation as a result of bioterrorism, natural disaster, or pandemic.
Although his plan details COOP functions, this section will present an overview of the role of
BMAC, which will have an integrated emergency/COOP role.

The primary objective of risk communicatioissto provide the strategy and framework for
communications duringa pandemicof influenza, which would involve degraded staffing
conditions and may require innovative means of confirming safety and security of license
activities and materialsThe Order of Succession helps ensure the chain of command has depth
and redurdancy regarding personnel. Redundant communications pathways and service
mechanisms for tactical communications helpsure efficient operations

Themechanisms for identification and preservation of vital recordsdemiled in the Concept

of Operatiors section of this COOP Plan. The details of uniform communications messaging is
outlined in the DHH Bureau of Media Communications Risk Communications Plan, along with
specifics regarding communications with Federal departments and agencies as welivas Nat
American Tribal agencies (both Federally recognized and State).

Roles and Responsibilities

Communicatiy &8 $AGK GKS D2@OSNYy2NRa hFFAOS:E (KS D2JSNYy
Emergency Preparednessther departments/agencies, State and locdfiatals, and other

appropriate stakeholders are critical to minimizing immediate threats to public health and safety

and common defense and security.

The Assistant State Health Officer (or his/her designee) has the primary responsibility of
coordinatingand implementing this COOP Plan as well as coordinating situational reports for the
benefit of the State Health Officer and the Secretary of Health and Hospitale DHH
Communications Director, or designee, will be responsible for relaying operatidoahation
within the overall Risk Communication Plan of the OPH. S/he will direct public information
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activities from the DHH JIC or GOHSEP JIC and coordinate with Unified Command for the
duration of devolution.

All reports and press releases will @pproved through DHH OPH before distribution.
Mechanisms for distribution include the media contact list, which is maintained in the Regional
P10Os office. This listing is utilized on a Asaekly basis, and routine utilization accounts for
ongoing teting procedures and updates. It should be noted that this media contact list has a
subset of those personnel who would be invited to or involved with a Regional Joint Information
Center, and as such, the information is updated simultaneously.

Other notifications and communications (such as approved messaging generated by the Bureau
of Media and Communications for staff and other OPH employees) will be disseminated by the
OPH Center for Community Preparedne3is Centermaintains a database of contact
information that includes multiple means of reachimgaff. Senior Management contact
information is monitored on a weekly basis while members of the COOP Team or essential staff
are updated on a quarterly basis.

These notifications occur though an Automatic Notification System (or ANS)ackup to the
ANS, individuals can be contacted through normal means; contact information is maintained in
the database for all DHH/OPH personnel. The database also providesation on response
team membership, thus replacing a missing response team member will be handled
expeditiously. Emergency information for State employees is also posted on the State website

at www.la.gov

Public Infamation Activities

All Office of Public Healthctivitiesmustrespectthat the Bureau of Media and Communications
develops and approves communications for internal and external distributidihregquests for
information should be directed through thé&tate Health Officeand/or the Assistant State
Health Officeland should be approved for distribution by BMAC

Press conferences, media briefings, radio, and news outreach specific to an event will be utilized
early during an event, the entire time @avent occurs and following an event as well and will all
be coordinated through the DHH Bureau of Media Communications.

Public information template materials for multiple health threats have been developed by the
DHH in order to hasten response to a bgital incident or a natural disaster. General

information has been provided for pivent preparedness in the Family Readiness Guide

G{KStF YAGAE IINB (22fa dziaif Ald&éopet Bidsemdatighda A a G Sy i
vehicles for SNSensitve topics. There are Shelf Kits for the following threats:

e Anthrax Shelf Kit
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Botulism Shelf Kit

Plague Shelf Kit

Tularemia Shelf Kit

Smallpox Shelf Kit

Viral Hemorrhagic Fever Shelf Kit

Hurricane Preparedness Shelf Kit

Pandemic Influenza Shelf Kit

Additional shelf kits for chemical and radiological/nuclear threats are in
development.

To illustrate the components of risk communications, the following contents of the Anthrax
Shelf Kit are listed here.

Two dispensing site video tapes provide-site information for dispensing sites to

be played orocation.

Two CDs contain readg-print materials for dispensing siteMedications Available
Here, What You Need to Have, take home flyers, Fact Sheets designed to reassure
the public and a detailed broches for the public.

Television and radio PSAs that can be copied and-Halidered to area stations or
sent electronically. The PSAs give health info, direct people to sites, tell them what
to bring, and offer reassurances.

Prescripted print advertisemes/posters that direct people to regional sites.

Sample letterhead for news releases and advisories are included as incident
situations change and progress.

The DHH Bureau of Media and Communications will work with the COOP Team as well as
operational Remnal OPH Offices. The Bureau is responsible for directing the following
response activities:

Evaluating the need to communicate risk information to the public

Preparing and issuing press releases

Additional tailoring of Shelf Kit materials to be distiibd to the public and posted

on http://www.dhh.louisiana.gov/ and
http://www.emergencynews.dhh.louisiana.gov

Identifying appropriate message outlets fpecific communications

Directing general public to appropriate locations for medications, if needed

Advising on the activation of communications systems (e.g., Emergency Alert
System)

Monitoring media reports

Providing specific information on the agemtigns and symptoms of exposure or
illness, and the mechanisms/methods to receive evaluation and treatment

Initiating rumor control activities

Activating the statewide public call center

5A4aSYAYIFGAY3 AYyTF2NNIGA2Y 2y (GKS aidl 6SQa
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e Mass reproduction of printed materials
e Establishing routine press conferences at a specific andteaasgcess location, as
frequent as the demand and situation needed

Additional resources that could be used during a health emergency:

e CDC Bioterrorism web siteww.bt.cdc.gov

e Postexposure Prophylaxis for Anthrax, Plague, and Tularemia CDRO®D
Contains drug information sheets in 48 languages

e CDC Call Center

¢ OPH Epidemiologylot-Line 1800-256-2748

e Preproduced PSAs (supplied by DHH)

There is also a state employee website (password protected) that may contain additional
work-related instruction for staff. Updated communications, leave/return to work policies,
specific even(threat) information, and other pertinent work information may be disseminated
through this mechanism as redundancy to the primary and secondary modes of communication
(email and telephone).
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AppendixA: OPH Organizational Chart
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AppendixB: Essential Functions, By Department

(Pages returned by each department will be inserted after this cover strekbefore the
Unique Skills chartvhich also needs updategithen this explanation will be deleted)
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Employees with Uniqué&redentials

Discipline # of # of Available # Available if

Employees Employees 40% Reduction

Physicians 16* 13 9-10

APRNSs 21 21 12-13

RNs (public health) 354 354 212-213

Disease Intervention Specialists 40 40 24

(TB & STD)

Regional Epidemiologists 9 9 5

Environmental Health Experts 338 338 203

Budget & Contracts 15 15 6

Clerical 400 400 240

Pharmacists & Pharmacy Techs 11 11 6-7

Public Health Laboratory 80 80 48

Personnel

Public Health Social Worker 19 19 11-13

*3 physicians have primaryesponsibilities outside of OPH
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AppendixC

. Alternate Locatioftnformation

Alternate Facility (address) Points of Contact Available Resources
1010 Common Street Avis Gray OfficeSpace
New Orleans, LA 70112 Administrator Computers/Printers
5045990091 Phones
Primary Intown AF Internet Access
OPH EOE€BIluebonnet Doris Brown Office Space
8919 World Ministry Blvd. Director Computers/Printers
Baton Rouge, LA 70810 2257633965 Phones
Internet Access
Primary Out of Town AF
Bienville Building Clair Millet Office Space
628North 4" Street Chief Public Health Computers/Printers
Baton Rouge, LA 70802 Nurse Phones
225-342-7867 Internet Access
Backup Out of Town AF
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From L & A Building t@ienville Building(Bossier City)

Driving Directions

. Start out going SOUTH on N 4TH ST toward NORTH ST. (089 miles
. Turn SLIGHT LEFT onto ST FERDINAND ST. (0)40 miles

. Merge onto410 W toward PORT ALLEN/LAFAYETTE. (51.62 miles)

. Merge onto4#9 N via EXIT 103B toward OPELOUSAS. (206.80 miles)
. Merge onto420 E via EXIT 206 toward MONROE. (8.53 miles)

. Merge onto4220 W via EXIT 26. (2.63 miles)

. Take the SHED RD €EKIT 15. (0.37 miles)

. Merge onto SHED RD. (0.25 njiles

. End at 5401 Shed Rd Bossier City, LA 73420 US

TotalEstimated Time: 4 hours, 6 minutes

Total Distance: 270.98 miles
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From: L & A Building to 1010 Common Strédew Orleans)

Driving Directions

. Start out going East on L AND A RD toward MCDERRIMTT.9 miles)
. Turn SLIGHT RIGHT onto AIRLINE H¥8Y/8 8.9 miles)

. Merge onto410 E toward US0-BR/ WESTBANK. (1.8 miles)

. Take EXIT 234B on the LEFT toward POYDRAS ST/SUPERDOME (0.2 miles)
. Stay STRAIGHT to go onto POYDRAS ST. (0.7 miles)

. Turn LEFT onto CARONDELET ST. (0.2miles)

. Turn LEFT onto COMMON ST. (0.1miles)

. END at 1010 Common St.

. New Orleans, LA 7012201, US

Total Estimated Time: 13 minutes

Total Estimated Distance: 5.18 miles
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Fom: L & A Building to BluebonnéBaton Rouge EOC)

Driving Directions

1. Start out going WEST on L AND A RD toward K AND B RD. (0.5miles)

. Turn RIGHT onto S LABARRE R/ A. Continue to follow 811 4
(0.1miles)

3. Turn LEFT onto AIRLINE HWYUR. (<0.1miles)

4. Take the ramp toward CAUSEWAY. (0.2miles)

5. Enter next roundabout and také' &xit. (0.2miles)

6. Take N CAUSEWAY BLVD. (1.4miles)

7

8

9

N

. Merge onto-10 W toward BATON ROUGE (66.5 miles)
. Take the BLUEBONNET REI248 exit¢ EXIT 162. (0.3miles)
. Tune LEFT onto{1248 S/IBLUEBONNENBL (1.0miles
10. Tune LEFT onto WORLD MINISTRY AVE. (<0.1miles)
11. End at 8919 WORLD MNISTRY AVE
Baton Rouge, LA 7088000, US
Total Estimated Time: 1 hour, 13 minutes
Total Estimated Distance: 70.50 miles
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AppendixD: COOP Team Members

(The COOP team needsidentified as several are no longer employed; in addition, the Advance
Team needs identified as well. It may be easiest to take the HR OPH staff list, create a copy of it
and ddete all personnel not associated with COOP (recommendation)and then insert into
following pageg then this explanation will be deleted)
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AppendixE: Inventory of Vital Records
(Pages returned b@ISwill be inserted after this cover sheet, starting on the following blank
pagec then this explanation will be deleted)
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AppendixF: Operational Checklists

This Appendix contains operational checklists for use during a COOP event.
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Checklist for COOP Team Deployment Planning

Has your department or jurisdiction procured or prepared, and stored the following items
support COOP team deployment:

1. Personal Items for Each Team Member

a. Hygiene _______YES ______NO
b. Medication, prescriptions _______YES ______NO
c. Immunization information ______YES ______NO
d. Clothing ______YES ______NO
e. Telephone contact list _______YES ______NO
f. Transportation ______YES ___NO

g. Cash/credit cards ___YES ______NO
h. Communications _______YES ______NO
i. IDORNAGSNDa A0Sy _ YES _____No
j. Facility access information _______YES ______NO
k. Legal/power of attorney _______YES . \(e]

2. Personnel/Staff Items

a. Bedding, sleeping bags _______YES ______NO
b. Telephones _______YES . \(e]
c. Extra disks _______YES . \(e]
d. Facility access information ______YES ______NO
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e. Water YES NO

f. Soap ______YES ______NO
g. Hygiene supplies ______YES (]
h. First aid kit and book ______YES ______NO
i. Stamps _______YES ______NO
j.  Light sticks ______YES ______NO
k. Gloves YES NO

3. Organizational Items

a. Driveaway kit _______YES ______NO
b. COORPlan ____YES ____NO
c. Telephone list _______YES ______NO
d. Directory for support organizations __ YES ______NO
e. Radio, extra batteries ~_____YES ____ NO

f. Mail handling/distribution _______YES ______NO

4. Operational Items

a. Office Supplies _______YES ______NO
b. Personnel contact information ____YES ______NO
c. Extension cords _______YES . \(e]
d. Cooking equipment ______YES ______NO
e. Tools ______YES ______NO
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Example Chart

Drive-Away Kits Contents and Maintenance

Item

For Organizational | Location

Unit

Quantity

Maintenance
Performed By

Maintenance
Date

Communications
Equipment

ComputerEquipment

State/local Statutes and
Executive Orders

COOP Checklists

Contact Lists

Memoranda of
Agreement

Vendor Numbers/
Contract Numbers

Maps to Alternate
Facility
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Checkilist for Identifying andProtecting Vital Records

1. Have personnel been assigned responsibility for identifying
and protecting vital records? YES

2. Have vital records been evaluated on the basis of their
necessity in carrying out emergency operatiansn
protecting the rights and interests of citizens and the YES
government and not on their value as permanent records?

3. Have measures been taken to ensure that emergency
operating records vital to the continuity of esseaitactivities
during an emergency will be available at alternate facilities YES
the event those facilities are activated?

4. Have measures been implemented to safeguard legal and
financial records essential to theservation of the legal YES
rights and interests of individual citizens and the
government?

5. Are vital records easily retrievable and maintained in prope
condition? YES

6. Is a current inventory ofital records easily accessible? YES

7. Have priorities and procedures been outlined for the recov
of vital records during an emergency? YES

8. Have measures been identified to minimize damageitial
records during an emergency? YES

9. Has a capability been provided to recover vital records tha
are damaged during an emergency? YES
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FORM FOR RECORDING CRINCAERNATE FACILITY INFORMATION

Facility Name:

Address: Telephone:

Basic Facility Specifications

Number of private offices: Number of parking stalls:

Number of cubicles: Loading dock? BYes [ENo

Number of conference rooms: Handicapped accessible?@Yes ENo
Communications

Number of commercial telephone lines available: Secure lines? Number?

Twoway radio support infrastructure? BYes BENo

Office Equipment Available
Number of desks: Computers Fax machines:

Number of chairs: Number with internetaccess:
Number of telephones: TVIVCRs? BYes [ENo

Number of copiers: Office supplies? BYes [No

Utilities ContactName Telephone

Water

Electricity

Natural Gas

Telephone

Cable TV

Security

Maintenance

Housekeeping

Local Post Office
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CHECKLIST FOR CONSIDERATION OF METHODS
TO DISTRIBUTE INFORMATION TO MEDIA AND THE PUBLIC

Electronic Media (radio and TV)

1. News or public affairs programs

. Public serviceannouncements

2
3. Video news releases
4. TV specials

Visual Media
1. Films/videos

2. Slide shows

Auditory Media
1. Recordings

2. Live broadcasts

Print Media
1. Ads

2. Feature stories

Special Publications
1. Pamphlets

Comic books

Instructional books
Flyers
Phone book inserts

Newsletters

N o g B w D

Coloring books

Specialized Media
1. Signs and bulletin boards in

w parks

whighway rest areas
wother public places
Stickers

Magnets

Calendars

Phone book covers

Electronic message boards

N o g B~ w D

Key chains

8. Pens/pencils

Community Outreach
1. Presentations at civic meetings,

business and prfessional group
meetings, and other assemblies
(including public and private school
staff and students)

2. Doorto-door canvassing

3. Information center

4. Displays in public buildings
(e.qg., city hall, hospitals, schools)

5. Hotlines

6. Agricultural Extension Service
(USDA)

School Children Outreach
1. Field trips and/or orientations

2. Incorporation of educational

materials or additions to science class

syllabus for grades-62

Louisiana DHH OPH Continuity of Operations Plan Page69

April 2, 2010



Acquisition of AlternateFacilities for

Continuity of Operations (COORhecklist

[y GKS 2NBFYATIIGA2yQa SaaSydaAalf 2LISNIGA2ya FyR Fdzy
consideration?

Question Yes No Comments

Did you select a facility where the abilityitatiate,
maintain, and terminate operations will not be
disrupted under all significant threat conditions?

Did you consider using existing field infrastructur:
telecommuting centers, virtual environments, or
joint or shared space?

Have youhought about who needs to work at the
facility, who can work from home and who shoulq
be on standby?

Does the facility support an immediate capability
perform essential functions under various threat
conditions (e.g. threats involving weapons ofsaa
destruction)?

Does the facility have the ability to be operationa
within 12 hours after activation?

Can the facility support sustained operations for !
days or longer?

. Are the facility requirements and risks associated with the alternd#eility within acceptable limits?

Question Yes No Comments

Did you perform a vulnerability analysis of current
alternate facility?

Did you consider all possible scenarios for COOP
relocation, e.g. fire flooding potential threats of
terrorism?

Did you consider the distance from the threat area of
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any other facilities/locations such as hazardous
materials/area subject to natural disasters or civil
unrest?

What are the minimum essential functions necessary|
keep the agency operational for 8fays or until the
emergency ends?

How many associates per shift will be required to
accomplish these functions for 30 days or until the
event is terminated?

What is the minimum amount of space these associal
need to accomplish their functionsxder emergency
conditions?

Are you planning to timghase the arrival of your
Phase | & Il associates?

Do you have sufficient space for your Phase | person
and Phase Il personnel?

Do you have reliable logistical support, services and
infrastructure system, include water, electric power,
heating and air conditioning etc?

Do you have access to essential resources such as f
water, fuel, and medical facilities?

Does the facility support the health, safety, and
emotional wellbeingof relocated employees?

If the alternate facility is located at a distance from th
primary site, did you develop plans to address housir
for emergency staff (billeting within facility or local
motels)?

How will you handle housekeepimgquirements
including supplies?

Have you thought about your transportation and
parking requirements?

Question Y N Comments

Do you need government vehicles at the facility?
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What about the availability of rental vehicles? Have
you identifieda source?

What about the availability of surface and/or air
transportation?

What mode of transportation will your associates use

Does cellular phone coverage limit the facility from
consideration?

What are the equipment and furnituneequirements for
the facility?

Have you determined the power requirements for the
facility?

Have you identified backup power to the facility?

Have you identified your communications
requirements?

Does the facility support interoperabmmunications
with all essential organizations, customers, and the
public?

Is the alternate facility outside the communications ar
data grid of the primary facility?

Do you have sufficient telecommunication lines and
data lines?

Do you need aecure phone or fax machine?

Do you have a requirement for secure storage
containers?

What type of computers and software do you need?

Can the facility be secured quickly?

Can security capabilities be increased commensurat
with higherthreat levels?

Do you need security personnel to provide perimeter
access control and internal security functions?
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[l. Has your agency selected and acquired an alternate facility?

Question

Yes

No

Comments

Have you identified a facility?

Did youconsider using existing agency space (e.(
remote/offsite training facility; regional or field
office; remote headquarters operations)

Did you consider virtual offices such as work at
home, telecommuting facilities, and mobile office
concept?

If you decide to cdocate with another agency did
you establish a memorandum of agreement
(MOA)/memorandum of understanding (MOU)
with the owner?

Do you have the authority to procure your own
space?

Will you require another agency to assist you in t
selection and acquisition process?

V. |+ @S @&2dz LISNA2RAOI f @&
operational and functional criteria and continues to meet the facility and risk requirements?

NESQI fdzZ 6SR GKS

FfGSNYLFGS FIC

Question

Yes

No

Comments

Did you include the alternate facility reevaluation
as a part of the annual COOP review and update
process (Plan Maintenance)?

Does your facility still meet the needs as
RSGSN¥YAYSR o6& G(KS |38y

Have you supplied appropriasgencies with the
necessary data concerning the facility?

Did you notify appropriate agencies when the
facility was relinquished?
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AppendixG. Civil Service Pandemic Policy
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STATE OF LOUISIANA

DEPARTMENT OF STATE CIVIL SERVICE

Summary of
State Civil Service
Rule Flexibilities

for Pandemic Planning

Prepared by:
Laura D. Holmes

Civil Service Special Counsel

DEPARTMENT OF STATE CIVIL SERVICE
Anne S. Soileau

Civil Service Director
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STATE CIVIL SERVICE COMMISSIONERS
James A. Smitighairman
Burl Cain, Vic€hairman
Lee Griffin
David L. Duplantier
John McLure
Rosa Jackson

Chatham Reed

P. O. Box 9411Haton Rouge, LA 708@411

www.civilservice.la.gov ~ www.yourfuture.louisiana.gov
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Civil Service Rule Flexibilitidsr Pandemic Planning

The State Civil Service Commission has fullmaking authority. If the need arose, the Commission
could adopt, amend, suspend, or repeal any ruleaonemergency basis on short notice. Many human
resource matters are governed by policies issued by the Civil Service Director. These policies could be
changed as quickly as the need arose.

Teleworking

Rule 8.16(c) allows an appointing authority to chamggg SYLJX 28S8SQa ¢2N] 201 GA?2
used to allow or require an employee to work virtually anywheet home or some place other than his

regular office (such as an office with a lower population density), or in a different part of the aiate (s

Fa AY |y 2FFAOSkTIOAfAGE H6KSNB adlFFF akK2NIlF3Isa |
sample.

Hiring and Staffing Flexibilities

Rule 7.20 allows an appointing authority to probationally appoint any applicant who meets the
minimum quadifications for unskilled and shortage jobs. Rproved special hiring rates exist for these
jobs. All medical jobs are on the shortage list.

Rule 8.10 allows an appointing authority to hire any applicant who meets the minimum qualifications on
a resticted appointment for up to six months. The employee may be paid any amount in the pay range.

wdzf S yomnonm tft2a +y |LIUWRAYGAYI | dziK2NRGE (2 dza
Services to hire office/clerical, trades/maintenance,todgl, and food service employees to work up to
680 hours in a twelvenonth period. The contract sets the pay rates.
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Rule 4.1(d)1 allows the Director of Civil Service to place temporary positions in the unclassified service.
Unclassified positions do nbave to be posted and have no minimum qualifications. An employee hired
into an unclassified position may be paid any amount.

Rule 4.1(d)2 allows the State Civil Service Commission to add positions to the unclassified service. Under
this rule, the Comnsision has established unclassified health care professional pools for all the LSU HSC
medical centers. These employees may be paid any amount. They do not earn leave or participate in the
state retirement system or the group benefits program. The numbeumflassified pool positions
cannot exceed 10% FTE in any category, but this percent can be increased with the approval of the Civil
Service Director and AFSCME No. 17.

Rule 8.16(a) allows an appointing authority to (temporarily or permanently) assigmployee to any
position in the department with the same pay range maximum as long as the employee meets the
minimum qualifications.

Rule 8.16(d) allows an appointing authority to detail an employee to a different position for up to a

month withoutchangi 3 G KS SYLX 28S5SSQa Ofl AaAFAOFGAZY 2NJ LJ @
SYLX 28SSQa Ofl aaAFAOF(GAZ2Yy d® wdzZ S& ydPMcORO YR c®dmum
I £26SN) LRAAGAZY 6A0GK2dzi NBRAzOAYy3a (GKS SYLX 28SSQa

Rule 8.15.1 #@ws an employee to be assigned to a position in another department for up to one year
upon agreement of the two departments as long as the employee meets the minimum qualifications
and has the required test score.

Duty assignment is an inherent appoirgiruthority function. An appointing authority may change an

SYLX 28SSQa RdziASa &2 f2y3 a4 GKS NBYFAYAYy3 RdziiSa
Service has allowed employees to be worked out of class for extended periods of tirmg dur
emergencies.

Rule 6.5 allows the Director of Civil Service to grant special hiring and retention rates within the pay
range for positions where employment conditions are unusual-dpgroved special hiring rates exist
for all jobs.
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Rule 6.16 allowthe State Civil Service Commission to authorize special pay rates either within or above
the pay range for positions where employment conditions are unusual. This rule also allows the State
Civil Service Commission to authorize special pay rates withipatheange for individuals.

Rule 6.16.2 allows an appointing authority to establish an optional pay policy under which it could
AYONBI &S |y SYLX 288SQa L& o0& dzLd G2 wmm> F2NJ LISNF?2

Work Schedules

wdzf S MMOMOOU Ffft26a Iy |LILRAYGAY3I FdziK2NARGe G2 a
Fff2ga GKS | LIRAYGAY3T FdzikK2NAGe G2 OKFy3aS |y SYLX
authority could divide the workforce into shifts to redupepulation density or could close an office one

day a week and work the available staff 4 4sour days or could establish any-A0ur per week
O2YoAYylFdA2y (KIG YSSiia-exéempSempldéy, ardampaintifggR@ertydzoud2 NJ C|
establishay 80K 2 dzNJ LISNJ (g2 ¢6SS]1 O2YoAyl A2y GKFG YSSaa 4l

Rule 21.1 allows an appointing authority to require an employee to work overtime. Rules 21.3 and 21.8
require an appointing authority to compensate (in cash or compensatory leavegxenmpt employees

at the time and onehalf rate for FLSA overtime (hours worked in excess of 40 in week) and at the
straighti A YS NI 0SS F2NJ aaidl iS¢ 20SNIAYS o0K2dzZNE 62N)] SR A
work period or on a holiday).

Rules 213 and 21.9 allow an appointing authority to compensate (in cash or compensatory leave)
FLSAexempt employees at the straigitA YS NI GS F2NJ dadldSé¢ 2@0SNIAYS
/| 2YYA&aA2y |LIWINRGITX ye daaidl iS¢ ng@énbllirdaey SOTBFY 06 S
An appointing authority cannot change the amount of overtime compensation retroactiviedy, after

the hours have already been worked.

Leave and Benefits
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Rule 11.13 allows an employee to use sick leave whemwisillness or mjury prevents him from
performing his duties or for hiswn medical, dental or optical consultation or treatment. If the absence

is for one of these reasons, an appointing authority cannot deny sick leave unless the employee fails to
follow department policy for obtaining approved sick leave. Rule 11.13 doieallow an employee to

use sick leave to care fotherswho are sick or to accompamgherswhile seeking medical consultation

or treatment.

Rule 11.14 allows an appointing authority to require an employee to provide medical certification that
he was ill andunable to report to work. However, appointing authorities should consider that during a
pandemic, healthcare resources may be overwhelmed and it may be difficult for employees to get
appointments with health care providers.

Rules 11.7 (a) and 21.6(a) &llaan appointing authority to grant annual and compensatory leave,
respectively, to an employee for any reason including to substitute for sick leave if the employee has run
out, to care for others who are ill, to accompany others while seeking medicairtesd, or to care for
children whose schools or day care facilities are closed.

Rule 11.34 allows an appointing authority to establish a crisis leave pool, under which a permanent
employee who lacks the appropriate leave can receive 75% of his pay fora4® work hours from a
pool of annual leave donated by employees.

Rule 11.27(a) allows an appointing authority to grant an employee leave without pay.

Rule 11.23(g) allows an appointing authority to close an office when local conditions make it
impradicable for the employees to work in that office. Rule 21.8 requiresex@mpt employees who
work during office closures to be compensated at the straigjtrie rate and allows these employees to

be compensated at the time and o#malf rate. Rule 21.9 laws FLS&xempt employees who work
during office closures to be compensated at the straigie rate or the time and ondalf rate.

Rule 11.23(d) allows an appointing authority to grant special leave to an employee when an act of God
prevents him fronperforming his duties.

Anticipated Questions
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Q: What if an employee appears for work exhibiting flike symptoms?

A: Rule 11.9 allows an appointing authority to place an employee on enforced annual leave. The
SYLX 28SSQa | yydz € tSIF®S o1t y0OS Olyy2iG 06S NBRdzOS
FMLAqualifying condition. Rule 21.6(b) allows an appointing authoto place an employee on
enforced compensatory leave. These rules can be used to send an obviously ill employee home. Rule
11.13.1 allows an appointing authority to place an employee on enforced sick leave when the employee
asserts the need to be absefiom the work place due to illness or injury. This rule can also be used to
send an employee home when he reports to work with a medical release that has so many restrictions
that he cannot perform his essential functions or when the employee assetth¢heannot perform an
essential function due to a medical reason. Rules 11.13.1 and 12.10 might provide additional solutions.
Whether these rules need to be amended to allow an agency to send a contagious employee home is
currently under discussion.

Q:What if an employee who is capable of working refuses to come to work for fear of being exposed?

A: An appointing authority can order/direct an employee to do anything that isgt#ied as long as it is
not illegal, immoral, unethical, or in derelioti of duty and may discipline an employee who does not
comply. However, additional optional pay might minimize the need for such drastic action.

Q: Can an employee who runs out of sick leave and cannot return to work be terminated?

A: Rule 12.6(a)l allawthe nondisciplinary removal of employees in this situation (after they have
exhausted any FMLA entitlement). However, depending on the severity of the pandemic, an employee
may be workready before an agency can hire a replacement. Therefore, an ajpmpiatithority may be

better served by waiting for the employee to return to work.

Q: What about FMLA?

A: Ordinarily, unless complications arise, the common cold, the flu, ear aches, upset stomach, and
headaches other than migraine are examples of coodgithat donot meet the definition of a serious
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health condition and do not qualify for FMLA leave. For FMLA, a “serious health condition” means an
illness, injury, impairment, or physical or mental condition that involves inpatient care (i.e., arightern
stay) in a hospital, hospice, or residential medical care facility, including any period of incapacity or any
subsequent treatment in connection with such inpatient care or continuing treatment by a health care
provider. Treatment does not include rtme physical examinations. A regimen of continuing treatment
that includes the taking of ovahe-counter medications such as aspirin, antihistamines, or salves; or
bedrest, drinking fluids, exercise, and other similar activities that can be initiatdtbwii a visit to a

health care provider, is not, by itself, sufficient to constitute a regimen of continuing treatment for
purposes of FMLA leave. If the pandemic is moderate, only 1% of the people who become population
are expected to require hospitalizah; if the pandemic is severe, the projection increases to 10%.
Therefore, most flu cases wilbt be FMLAqualifying.

Q: What about appointing authority?

A: Rule 1.4 allows appointing authority to be delegated. Because it is impossible during a gaodemi
any other emergency to predict who will and who will not be able to work, an appointing authority
should develop an order of succession plan. A sample delegation is attached.

Q: If an employee is on leave without pay as a result of a pandemic, canState pay both the
employer and the employee share of retirement and benefits?

Retirement and benefits are not governed by Civil Service. The decision would likely be one jointly made
by the Division of Administration and the legislature.
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SAMPLE

PARISH OF EAST BATON ROUGE
STATE OF LOUISIANA

DELEGATION OF APPOINTING AUTHORITY

BEFORE ME, the undersigned Notary, personally came and appesre&mith Soileau, who, after
being duly sworn by me, did depose and say:

That she is the Director of ¢hDepartment of State Civil Service.

That, as such, and pursuant to La. Const. Art. X, Sec. 6, she is the appointing authority for all employees
in the Department except those in the office of the State Examiner of Municipal Fire and Police Civil
Servicethe Board of Ethics, the Advisory Board orsémvice Training and Education, the State Police
Service, and the Division of Administrative Law.

That, in the event of her absence or inability to perform her duties, she delegates appointing authority
in the following order of succession:

Deputy Director

General Counsel

Appeals Division Administrator

MIS Division Administrator

Program Assistance Division Administrator
Program Accountability Division Administrator

Compensation Division Administrator
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Staffing Division Administrator

Administrative Officer

Thus done and passed in my office in Baton Rouge, Louisiana, in quadruplicate originals, before the

witnesses whose signatures appear below, this day of , 20
Witness #1 Appointing Authority
Witness #2

Notary Public
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SAMPLE Telecommuting policy

I. Purpose- This policy permits management to allow employees to work at alternate work locations in
order to promote general work efficiencies. The purpose of this policy is to define the telecommuting
program and the rules under which it will operate. This poliayusdt

w !'aarad YlFyFrasSySyd FyR SyLX2eSSa G2 dzyRSNRGF YR
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Il. Definitions

Telecommutingg A management tool that provides flexibility in meeting customer ansifmess needs
through a work arrangement that allows employees to perform their usual job duties away from their
primary work place, in accordance with work agreements. Telecommuting is limited to two (2) work
days per week/ four (4) work days per pay pdrio

Employee¢ An employee who works away from his/her primary work location either at home or at
another approved work location

Work Schedulgs¢ KS SYLJX 28SSQa | LIWINRYSR 62N)] K2dzZNE & OKSRdz

Primary Work Locatiog AnenlLJt 2@ SNRa LJX | OS 2F 62N)] 6KSNB (GKS SYL

(s}

Alternate Work Location¢ ! LILINE @SR ¢2NJ] aAdS>y 204KSNJ dKIy GKS
where official state business is performed.

Work Agreementc The written agreement between the employer and the employee that details the
GSN¥Ya FyR O2yRAGAZ2YA 2F |y SyLXz2eSsSQa ¢2N] gl @&
Agreement shall be maintained in the Supervisory file and must be readily avédabledit purposes.
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Ill. Eligibility

Telecommuting is a management option and not an employee option. Telecommuting may not be
suitable for all employees or for all positions. To the extent possible, management and the employee
should agree mutually ttelecommuting arrangements via the work agreement signed by all parties.

To be eligible to participate in telecommuting, an employee must have completed a minimum of six
months of satisfactory employment with the DEQ. Requests for participation prigixtenonths of
satisfactory employment may be approved on a ehgease basis by the Appointing Authority.

IV. General Provisions

Management is @sponsible for managing the affairs and operations of their Offices/Divisions;
thus they will have discretion to;

w 58aA3IyLIiES SYLX288Sakllaiitirzya F2N 686502y

w ! LIINRBR @S SYLX 2esSSa (2 GStSO2YYdziSo

Limitations ¢ Telecommuting will be limited ta maximum of two (2) work days per week/ four
(4) work days per pay period. The work days may be designated on the Work Agreement form

FT2NJ I &4SG NBOdINNARY3I LISNAR2R: 2NE AT GKS RIeoao

new Work Agreement mat be completed for each day(s).

Conditions of Employmeng, Telecommuting does not change the conditions of employment or
required compliance with DEQ policies and procedures. The employee will continue to comply
with federal, state, and agency laws, policies, and regulations while working at the alternate
work location.

Compensation & Benefitg ! y SYLX 285SQa O2YLISyaldiizy |yR o

result of telecommuting.
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Hours of Work¢ The work hours of telecommuting employees will not change from their
approved work hour schedule regardless of wiagation. Time sheets shall be completed upon
GKS NBGdNY 2F GKS GStSO2YYdzi SN AyRAOIGAY3
leave usage if applicable. Management must ensure proper compliance and documentation of
work hours, in particular ensing compliance with the

Fair Labor Standards ActTelecommuting is not intended to serve as a substitute for child or
adult care nor to perform other personal business during work hours.

Office Closureg; The telecommuter shall have the same leave coding as employees at their
primary location. Should circumstances arise whereby the telecommuter cannot work at the
alternate work location, i.e., loss of electricity, home emergencies, etc., the telecommmuistr
contact his/her supervisor and he/she may be required to report to their primary work location
or applicable leave may be granted.

Attendance at Meetings; Unless other arrangement are made, telecommuters will be expected
to attend all assigned dffe meetings related to the performance of their job, including those
which would be held on a telecommuting day. Business meetings with agency customers or
regularly scheduled meetings with-@mrkers shall not be held at the alternate work location.
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Use of Leave; Telecommuting is not intended to be used in place of annual, sick, Family &
Medical, or other types of leave. Requests to work overtime or to use sick, annual or other leave
must be approved in advance by your immediate supervieothe same manner, and in
accordance with, the time and attendance procedures as when working at the primary work
location.

Workers Compensation Liabilitg DEQ may be liable for jatelated injuries that may occur

during an employees established wdhnkurs in their alternate work locations. Accidents that

occur at an employees alternate work location may be subject to drug testing (See PPM

101798, lllegal Use of Drugs and Alcohol Misuse, D. Drug Tests/Screens, 1.
PostAccident/Incident). Any work relaS R Ay 2dzNASa Ydzad o©0S NBLR2NISR
supervisor immediately. The employee shall agree to allow supervisors and/or a DEQ
representative to visit the alternate work location after any accident or injury occurs while

working. The employee understds that he/she remains liable for injuries or damage to the

person or property of third parties or members of his family on the premises, and agrees to

indemnify and hold the DEQ harmless from any and all claims for losses, costs, or expenses
assertedaggia i (GKS 59v o0& GKANR LI NGASEa 2N YSYOSNER 27

Alternate Work Location Safety The alternate work location must be safe and free from
hazards and other dangers to the employee.

StateOwned Equipmentg Prior approval must be receivefdr the use of any statewned
equipment. A justification must be provided on the work agreement as to the reasons
state-owned equipment is being utilized. For authorized use/users, state owned equipment shall
be used only for state purposes by authorizpdrsonnel. Employees are responsible for
protecting stateowned equipment from theft, damage and unauthorized use.

EmployeeOwned Equipment; When employees are authorized to use their own equipment,
DEQ will not assume responsibility for cost of equeptmrepair, or service.
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Costs Associated with TelecommutingThe DEQ is not obligated to assume responsibility for
operating costs, home maintenance, or other costs incurred by employees in the use of their
homes as telecommuting alternate work locatg

Agency Information/Records; Employees must safeguard department information used or
accessed while telecommuting. All department records, files, and documents must be protected
from unauthorized disclosure or damage and returned safely to the pyiwarkplace.

Termination of Work Agreemeng The DEQ may terminate the telecommuting agreement at its
discretion.
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TELECOMMUTING WORK AGREEMENT

Office/Division

This constitutes an agreement on the terms and conditions of telecommuting between:

Supervisor/Manager Employee
Alternate Work Location: Home Address:

Other Address:
Communication: Phone # where you can be reached:

How will incoming calls be addressed?
Call forwarding to the above phone #
Retrieving messages throughdéainail

Designation of emorker to take and route calls to you

Network Access: Do you have the following available at the Alternate Work Location?

Computer High speed network with Internet access

Stateowned Equipment(List and justy)

Schedule: Telecommuting Day(sMon Tues Wed Thurs Fri (Week 1)
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Mon Tues Wed Thurs Fri(Week 2)

Duration: Beginning: Ending:

Work Results and Performance Expectations on Telecommuting Days

(Attachment may be used) Other Terms/Agreements:

| have read and understand both the telecommuting policy and this agreement and agree to
abide by these terms and conditions. | agree that the sole purpose of this agreement is to define
the telecommuting rules and that it does not constitute an employnenitract.

Employee (Signature and Date)

Supervisor/Manager (Signature and Date)

Administr
ator (Signature and Date)
#HH
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Appendix H: State DOA/HRPolicies
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DEPARTMENT OF HEALTH and HOSPOISASTER OPERATIOWSVIDUAL
TIME SHEEHRA48)

Employee Name/ Title: (Please Print)

Event:

Personnel Number:

Cost CenteName:

Site Parish:

Office: (Check one)_|JOS/IOMF [ |MVA [ JOAAS| Site Name & Address:
[ JOMH
[ JocbD [ JOAD [ JoPH [ |DD
D(Other—Specif))
Place of [] [] [ IMed [ IREG [] [] [ |Other
Work: GOHSE DHH SNS EOC TMOS POD (Specify):
P EOC A S
(Check one)
ESF8:
Primary 0 [1Exec [IDHH Emp Briefly Briefly Briefly Brieflystate
Task (S) at Command Staff Reg st.ate stf:lte st{:\te primary task(s):
primary primary primar
Place of i : . y
ask(s): task(s):
Work: ) task(s)
[JHmSvc O [Patient .
Br Mgr Comma Care
(Check all nd
that apply)
[JHm svc [Cred/Reg
Br O Prof Vol
Adm/Fina
Tasker nce
[Cinventory
[CJSupport O
Logistics
Staff ’ [CINon-Prof
Vol Reg
[Jother E _
i t
(specity O:Se e [Ishelter
Phones
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]

Planning

O
Other-sp
ecify

[dTriage
Phones

[Jother
(specify)

NOTE: DAYS BEGIN AND END AT MIDNIGHT

OFFICIAL TIME ADMINISTRATH@NFFICE

- - T -
D * Travel Site Arnval M;I"S‘fs';p/ Site D.eparture * Travel Tot | Meals/ | Trav| Regul Qver Exe
ay T Time Time - al Sleep/ | el ar time | mpt
/ ime off Duty ime Hou Hou | Hours /
HE Mi HE Mi rs Off rs Hour
D (Hr, Min) Total for each (Hr, Min) Duty s Non
at | see note (Hr. Min) See note “exe
€ below below mpt
M ()am. ()am.
on
! () p.m. () p.m.
Tu ()am. ()am.
es.
/ () p.m. () p.m.
w ()am. ()am.
ed
! () p.m. () p.m.
Th ()am. ()am.
ur
s./ () p.m. () p.m.
Fri ()am. ()am.
A
() p.m. () p.m.
Sa ()am. ()a.m.
t./
() p.m. () p.m.
Su ()am. ()am.
n./
() p.m. () p.m.
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| certify that | have worked the Employee Signature/Date
hours and times as indicated above

Signatureof EOC/Shelter/Other disaster oper. mgr or appt. authorityDate / Job Title

*Travel Time is for those employees traveling outside of their HR 48 (Replaces HR 45, 46, & 47) Rev. 7/23

official work parish/domicile and/or for workrelated travel
while on work time.
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Appendixl: Regional OPH Location Addresses
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1010 Common Street
Suite 700
New Orleans, LAX0112

Phone: (504) 599100
Fax: (504) 599200

Region 1

Parishes Jefferson, St. Bernard, Orleans,

Plaguemines

6th floor, Center

. ) 200 Henry Clay Ave., Rm. || New Orleans,
Metropolitan CSH®ffice y ey AV W > || (504)896-1340 || (504) 8961360
214 70118
. - New Orleans,
Metropolitan STDClinic 517 N. Rampart St. 70112 (504) 5652540 || (504) 5991057
. n New Orleans,
Metropolitan TBClinic 1532 Tulane Ave., 70‘?12 reans. 1 (504) 5688839 || (504) 5688890

Jefferson

111 N. Causewa§lvd.

Metairie, 70001

(504) 8385100

(504) 8385104

1855 Ames Blvd.
P.O. Box 458

Marrero, 70072

(504) 3498802

(504) 3498817

Orleans Family Planning

3306 Tulane Ave. 1st Floor

New Orleans,
70119

(504) 8262571

(504) 8262570

Orleans Sanitarian

1440Canal St., Ste. 1700

New Orleans,
70112

(504) 5687970

(504) 5687974

Orleans
(City Health Dept.)

Room 8E18 City Hall, Civic
Ctr.
1300 Perdido St.

New Orleans,
70112

(504) 5656900

Plaquemines

3706 Main St.

Belle Chasse,
70037

(504) 3943510

(504)393.0437

St. Bernard

2712 Palmisano Blvd. Bldg.

Chalmette, 70043

(504) 2787410
Dial "211" to
reach the

(504) 2787324
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sanitarian.

Capitol Regional Office
7173A Florida Blvd
Baton Rouge, LA 70806

Phone: (225) 925200
Fax: (225) 925245

Parishes Ascension, East Baton Rouge, E¢
Feliciana, Iberville, Pointe Coupee, West B¢
Rouge, West Feliciana

Region2

STCClinic 1427 Main St.

Baton Rouge,
70802

(225) 3421799

(225) 3429886

Personal Health
901 Catalpa St.

Ascension

Donaldsonville,
70346

(225) 4742004

(225) 4742060

Environmental
and Sanitarian

Services Gonzales,
1024 S. E. 70737 (225) 6444582 (225) 6448487
Ascension
Complex Ave.
East Baton Rouge Administration: (225)
242-4928
Appointments: (225) Administration:
2424861 (225)342-5821
CSHS: CSHS:
(225) 2424890 (225) 3424707
353 N. 12th St. BatonRouge, || Immunizations:(225) Nursing:
70802 242-4862 (225) 3425193

Nursing:

(225) 2424924
Sanitation:

(225) 2424870

TB:

(225) 2424916
Vital Records(225)

Sanitation: (225)
3425157

TB:

(225) 3428948
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242-4864

East Feliciana

12080 Marston
St; P. O. Box 227

Clinton, 70722

(225) 6838551

(225) 6833788

Ibervill PI ine,
ervite 24705Plaza aqueming, 1\ »55)687.9021 (225) 6871892
. 70764
Drive
Pointe Coupee 282 B Hospital New Roads,
Rd. 20760 (225) 6387320 (225) 6383022
West Baton Rouge 685 Louisiana Port Allen,
Ave. 20767 (225) 3427525 (225) 3833552

West Feliciana

5154 Burnett Rd.
P. O. Box 1928

St.Francisville,
70775

(225) 6353644

(225) 6352167

Region Il Office
1434 Tiger Dr.

Thibodaux, LA 70301 Region 3

Parishes AssumptionLafourche, St.
James, St. John the Baptist, St. Mar)
Terrebonne

Phone: (985) 440916
Fax: (985) 440920

TB Fax: (985) 440820
Sanitarian Services Fax:
(985) 4495011

A ti Napol ill
ssumption 158 Highway 1008 7;5;)0%”\" ® || (985) 3696031 || (985) 3692326
Lafourche | h Health Unit: Health Unit:
2535 Veterans Blvd. Thibodaux, 70301 (985) 4470921 (985) 4470897
CSHS: CSHS:
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(985) 4470896

(985) 4470973

133 W. 112th St.

Cut Off, 70345

(985) 6325567

(985) 6325573

St. James 29170 Health Unit St. Vacherie, 70090 || (225) 2652181 (225) 2657247
St. John 473 Central Ave. Reserve, 70084 || (985) 5362172 (985) 5362571
St. Mary 1200 David Drive g"oogggn City, (985) 3802441 || (985) 3802489
Terrebonne 600 Polk St. Houma, 70360 (985) 8573601 (985) 8573607

Acadian Regional Office
Brandywine I1l,Suite 100
825 Kaliste Saloom Rd.
Lafayette, LA 70508

Region 4

Parishes Acadia, Evangeline, lIberia,
Lafayette, St. Landry, St. Martin,

Phone: (337) 265311 Vermilion

Fax: (337) 265237

Acadia 530 W. Mill St. Crowley, 70526 || (337) 7887507 || (337) 7887577
Evangeli ville Platte,
vangeline 1010 West Lasalle Street 7(')5686 ate (337) 3631135 || (337) 3633899
Iberi New Iberia,
erna 121 W. Pershing St. ew bera (337) 3720021 || (337) 3730094
70560
Lafayette 220 Willow StBldg. A Administration: || Administration:
CSHS: f (337) 2625616 || (337)262-5399
Bldg. C, Ste. 302 Lafayette, 70501 || pags o g CSHS:
STD: reach Env kh (337) 2621058
Bldg. C, Ste. 213 to report dead STD:
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TB:
Bldg. B

birds.

CSHS:

(337) 2625816
STD:

(337) 2621262
TB:

(337) 2621292

(337) 2621264
TB:
(337) 2621326

St. Landry i?g .V;-O‘i'iggft' (7)(5’7‘35"(’)“3&5' (337) 9480220 || (337) 9480324
;%C;i’) ><A\1/ié7 Eunice, 70535 || (337) 4572767 || (337) 4579767
P. 0. Box 404 Melville, 71353 || (337) 6234941
St. Martin 303 W. Port St. St Martinville: | (357) 3043007 || (237) 3941279
70582
Vermilion 401S. St Charles St. || Abbeville, 70510 || (337) 8931443 || (337) 8936680

Phone: (337) 4783200
Fax: (337) 4783222

Southwest Regional Office
707 A. East Prien Lake Rd.
Lake Charles, LA 70601

Region 5

Parishes Allen, Beauregard, Calcasie
Cameron, Jefferson Davis

P.O. Box 327

Deridder, 70634

(337) 4634486

Allen 616 Court St. .
P.O. Drawer 160 Oberlin, La 70655| (337)6394186 || (337) 6394080
Beauregard 216 Evangeline St.

(337) 4622486
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Lake Charles,
70601

Lake Charles,
70602

Main:

(337) 4786020
CSHS:

(337) 4802561

Environmental:

(337) 4802550
Regional TB:
(337) 4802591

Main:

(337) 4758613
Main:

(337) 4758613
Environmental:
(337) 4578892
Regional TB:
(337) 4802596

Cameron, 70631

(337) 7755368

(337) 7755078

Calcasieu
3236 Kirkman St.
P.O. Box 3170
Cameron 107 Recreation Lane
P.O. Box 1430
JeffersonDavis 403 Baker St.
P. O. Box 317

Jennings 70546

(337) 8242193

(337) 8240794

Central Regional Office
5604 "B" Coliseum Blvd.
Alexandria, LA 71303

Phone: (318) 485262
Fax: (318) 48338

Region 6

Parishes Avoyelles, Catahoula,
Concordia, Grantl.aSalle, Rapides,

Vernon, Winn

Avoyell Marksville,
voyelies 657 Government St. 735?” © (318) 2534528 || (318) 2530862
Bunkie, 71322
220 Southwest Main St. || (1st & 3rd Fri. (318) 3462586
only)
Catahoula 109 Pinest Harrisonburg,
u n Sonbirg (318) 7445261 || (318) 7449344
Sanitarian only 71340

200 Third St.

Jonesville, 71343

(318) 3398352

(318) 3397601
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Concordia 905 Mickey Gilley Ferriday, 71334 (318) 7578632 (318) 7577654
Grant 513 Eighth St. Colfax 71417 (318)627-3133 || (318) 6272981
LaSalle 1673 N. 2nd St. Jena 71343 (318) 9924842 || (318) 9926593
Rapides Administration: || Administration:
(318) 4875282 || (318) 4875557
CSHS: CSHS:
A Alexandria, (318) 4875282 || (318) 4875481
5604 "A" Coliseum Blvd. 71303 STD: STD:
(318) 4875282 || (318) 4875557
TB: TB:
(318) 4875282 || (318) 4875557
Vernon 406 W. Fertitta Blvd. Leesville 71496 || (337) 2386410 || (337) 2386447
Winn 301 W. Main St., Ste. 10]| Winnfield 71483 || (318) 6282148 || (318) 6286822

Northwest Regional Office
1525 Fairfield Ave., Rm. 569
Shreveport, LA 71104388

Region 7

Parishes Bienville, Bossier, Caddo
Claiborne, DeSoto, Natchitoches, R

Phone: (318) 674489 River, Sabine, Webster

Fax: (318) 676560

Bienville 1285 Pine St., Ste. 102|| Arcadia, 71001 || (318) 2622125 || (318) 2632009
Sose Sossior O
ossier 3022 Old Minden Rd. 7;;;? C. | (318) 7417314 || (318) 7437441
Caddo Shreveport, Administration: || Administration:
1035 Creswell Ave. || _, o) (318) 6765222 || (318) 6765221
CSHS: CSHS:
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(318) 6767488
STD:

(318) 6765403
TB:

(318) 6765226

(318) 6767783
STD:

(318) 6765410
TB:

(318) 6765607

1033 Creswell Ave.

Caddo Sanitarian Serv.

Shreveport,
71101

(318) 6765265

(318)676:5033

Claiborne 624 W. Main St. Homer, 71040 || (318) 9276127 || (318) 9276362
DeSot Mansfield
=010 120 McEnery St. ] 1a0”53 2Ie ’ (318) 8720472 || (318) 8722220

Natchitoch
atchitoches 625 Bienville St.

Natchitoches,
71457

(318) 3573132

(318) 3573136

Red Ri Coushatt
edriver 2015 Red OaRd. oushatia, (318) 9324087 || (318) 9325415
71019
Sabine 1230 W. Louisiana
Many, 71449 || (318) 2564105 || (318) 2564144
Ave.
Webster 1200 Homer Rd. Minden, 71055 || (318) 3713044 || (318) 3713073

218 First St. N.E.

Springhill,
71075

(318) 5394314

(318)539-2589

Northeast Regional Office
1650 DeSiard Street
Second Floor

Monroe, LA 71201

Phone: (318) 367201
Fax: (318) 363163

Region 8

Parishes Caldwell, East Carroll,

Franklin, Jackson, Lincoln, Madiso!

Morehouse, Ouachita, Richland,
TensasUnion, West Carroll
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Caldwell 501 Collins Rd. )
5 0. Box 720 Columbia, 71418|| (318) 6492393 || (318) 6490969
East Carroll Lake Provid )
astarmo 407 Second St. axe Frovidence,| 318) 5592012 || (318) 5593553
71254
Frankli . Winnsboro,
rankin 6614 Main St. innsboro (318) 4352143 || (318) 4352136
71295
Jackson 228 Bond St. Jonesboro,
5 0 Box 87 19510087 (318) 2596601 || (318) 2591146
Lincoln 405 E. Georgia Ave. Ruston, 71270 (318) 2514120 (318) 2514181
Madison Tallulah,
D . 1 743311 1 741
606 Depot St 719823884 (318) 57433 (318) 5741396
Morehouse 650 School Rd. Bastrop, 71220 (318) 2830806 || (318) 2830860
Ouachita Administration: || Administration:
(318) 3617281 || (318)362:5319
Monroe, LA CSHS: CSHS:
1650 DeSiard St '
esiar 71201 (318) 3625486 || (318) 3623016
TB: TB:
(318) 3625211 (318) 3623097
West M ,
1416 Natchitoches St. ; 122 ) onroe (318) 3623428 || (318) 3623217
Richland 21 L Gayle Robert:
chian Roaé’”" ayle RODEISON| - payville, 71269 || (318) 7284441 || (318) 7286291
Tensas 1115 Levee St. St.Joseph,
5.0. Box 77 1366 (318) 7663515 || (318) 7669090
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Union 1002 Marion Hwy. Farmerville,
P. O. Box 516 71241 (318) 3683156 (318) 3683831
West Carroll 402 Beale StPO Bx 306 || Oak Grove71263 || (318) 4289361 (318) 4287200

Southeast Regional Office
21454Koop Dr., Ste 1C
Mandeville, LA 70471

Phone: (985) 8741300
Fax: (985) 8741334

Region 9

Parishes Livingston, St. Helena, St.
Tammany, Tangipahoa, Washingtor

Livingston 20140 lowa St. Livingston,
P. O Box 365 70754 (225) 6867017 (225) 6861782
St. Helena N. Second St. Greensburg,
P. O. Box 428 70441 (225) 2226178 (225) 2226466
Environmental Health Mandeville,
2 2
21454 Koop Dr., Ste. 2C|| 70471 (985) 8936296 (985) 8936295
St. Tammany
SlidellHealth Unit )
105Medical Center Slidell, 70461 (985) 6466445
Drive, Suite 101
330 West Oak St.
estha Amite, 70422 || (985) 7482020 || (985) 7482029
P. O. Box 278
Tangipahoa Administration: || Administration:
15481 W. Club Deluxe Hammond, (985) 5434165 (985) 5424171
Rd. 70403 CSHS: CSHS:
(985)5434165 (985) 5424171
Washington 1104 Bene St. Franklinton, (985) 8395646 (985) 5686691
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P. O. Box 524

70438
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Confidential Appendix J: OP¥ehicle Listing

ConfidentialAppendix K Staff Listing, All OPH Staff

Confidential Appendix L Vital Records Locations, IT Listing
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Definitions and Acronyms

advance team a group of people assigned responsibility for preparing the alterfeat#ity for
operations once the activation decision has been made.

after-action rDCCPtt a narrative rDCCPrt that presents issues found during an incident or
exercise along with recommendations on how those issues can be resolved.

alternate relocation facility (ARF)T an alternate work site that provides the capability to
perform minimum essential departmental or jurisdictional functions until normal
operations can be resumed.

alternate facility manager(s) the individual(s) responsible for the alternatecility during
periods of normalcy and who, upon activation of the COOP, may be required to take
actions to ensure that the alternate facility is prepared for occupancy by the COOP
contingency staff.

catastrophic event an emergency event that rendersRS LI NI YSYy 1 Qa 2 NJ 2dzNRA aRA C
facility unusable for a sustained period of up to or exceeding 30 days.

continuity of government (COG)a coordinated effort within each branch of government (e.g.,
iKS CSRSNIt D2@SNYYSyiQa thd thé Natidnkl ZESseniiaNJ y OK 0
Functions (NEFs) continue to be performed during a catastrophic emergency. Note, this
term may also be applied to neffederal governments.

continuity of operations (COOP) planningan internal effort within individual componés of a
government to ensure the capability exists to continue essential component functions
across a wide range of potential emergencies, including localized acts of nature, accidents,
and technological or attaetelated emergencies.

COOP Teamthe indivduals, identified by position, within the state department or local
jurisdiction who are responsible for ensuring that essential functions are performed in an
emergency and for taking action to facilitate that performance.

delegated authorityy an officialmandate calling on the individual holding a specific position to
assume responsibilities and authorities not normally associated with that position when

specified conditions are met.

DHHc Department of Health and Hospitals
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drive-away kitt and easily trapportable package of materials, technology, and vital records
that can be taken by personnel departing for the alternate facility to ensure their ability to
establish and maintain essential operations.

emergency a sudden, usually unexpected event that doer could do harm to people,
resources, property, or the environment. Emergencies can range from localized events
that affect a single office in a building, to human, natural, or technological events tat
damage, or threaten to damage, local operations. émergency could cause the
temporary evacuation of personnel or the permanent displacement of personnel and
equipment from the site to a new operating location environment.

ESFK, Emergency Support Function

essential functions those functions, stated ormplied, that state departments and local
jurisdictions are required to perform by stature or executive order or are otherwise
necessary to provide vital services, exercise civil authority, maintain the safety and well
being of the general populace, and gin the industrial/economic base in an emergency.

essential personnal staff of the department or jurisdiction that are needed for the
LISNF2NXYIFyOS 27F (K Sessenidfingtibris.} G A2y Qa YAdaaizy

interoperable communications alternate communicationsthat provide the capability to
perform minimum essential departmental or jurisdictional functions, in conjunction with
other agencies, until normal operations can be resumed.

management plamn an operational guide that ensures the implementation, mainterearemd
continued viability of the COOP plan.

mitigationt any sustained action taken to reduce or eliminate the koegn risk to life and
property from a hazard event.

OPH(c Office of Public Health
order of succession the order in which and conditionsnder which the responsibilities and

authorities of a public official are passed to another official when the original holder of the
responsibilities and authorities is unable or unavailable to exercise them.

Louisiana DHH OPH Continuity of Operations Plan Pagelll
April 2, 2010



plan maintenance steps taken to ensure the CO@kan is reviewed regularly and updated
whenever major changes occur.

reconstitutiont the resumption of noremergency operations at a primary facility following
emergency operations at an alternate facility.

terminationt actions taken to end operations ah alternate facility and prepare for returning
to non-emergency operations at a primary facility.

vital records and databaseasrecords necessary to maintain the continuity of operations during
an emergency, to recover full operations following an emergeaad to protect the legal
rights and interest of citizens and the government. Two basic categories of vital records
are emergency operating records and rights and interests records.

weapon of mass destruction (1) any explosive, incendiary, poison gasmb, grenade, or
rocket having a propellant charge of more than four ounces, missile having an explosive or
incendiary charge of more than osggiarter ounce, or mine or device similar to the above; (2)
poison gas; (3) any weapon involving a disease ongef¥ any weapon designed to release
radiation at a level dangerous to human life.
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